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9.0     Screen Reference Guide 
 
This section details the various screens related to Budget Execution.  A list of all screens pertaining to 
Budget Structure Maintenance, Funds Control Maintenance, Budget Execution Planning, Budget 
Operating Plans, Cost Accumulation and Workflow Management is provided within each section, 
including the purpose and detailed descriptions of applicable fields.  Procedures for entering and 
maintaining data on the various screens are documented for each process.   
 
 
9.1 Budget Structure Maintenance 
 
The following screens apply to the Budget Structure Maintenance process: 

‚ GL013  Fund Code Maintenance Screen 
‚ GL047  Activity Code Maintenance Screen 
‚ GL048  Subactivity Code Maintenance Screen 
‚ GL049  Budget Line Item Code Maintenance Screen 
‚ GL050  Bureau Unique Code Maintenance Screen 
‚ CM004 Project/Task Code Maintenance Screen 
 
 
9.1.1 Fund Code Maintenance (GL013) 
 
The Fund Code Maintenance Screen (GL013) is used to record and maintain fund codes for NOAA.  The 
following is an example of this screen: 
 

 
 

 
 



Budget Execution  Screen Reference Guide 
 

  
  November 2002                    1-4 

The following fields are applicable to Fund Code Maintenance: 
 

 
Field Name 

 
Definition 

 
Attributes 

 
Bureau Code 

 
The code that uniquely identifies a bureau within 
the Department of Commerce. Valid values are 
established on the GL004 Bureau Code 
Maintenance Screen.  NOAA Bureau Code is 14.  
BIS Bureau Code is 13. 

 
Required 
LOV Available 

 
Name 

 
This field displays the name assigned to the 
Bureau Code.   

 
Required 
Defaults based on the 
information established on the 
GL004 

 
Fund Code 

 
The code that identifies the established 
fund/appropriation. 

 
Required 
 

 
Title 

 
This field displays the name assigned to the Fund 
Code 

 
Required 

 
Fund Type 

 
The code that identifies the type of fund, i.e. 
Revolving or Special Fund.  

 
Required 
LOV Available 

 
Internal 

 
A flag that indicates if the fund is internally 
managed.  Valid values are Y for yes and N for no. 
    

 
Required 
System defaults to N 

 
Acct Basis 

 
Indicates whether the fund is an accrual or 
obligation based fund code.  

 
Required 
LOV Available 

 
Fund Group 

 
The last four digits from the treasury symbol for 
the specific account or fund. 

 
Required 

 
Prefix 

 
Prefix code for the account symbol.  The first two 
characters of the treasury symbol indicate the 
department responsible for the fund. 

 
Optional 

 
Suffix 
 

 
The suffix code for the account symbol.  This field 
should be populated for each account symbol that 
has a suffix. 

 
Optional 

 
Entity Flag 

 
The flag indicating whether the fund includes 
assets which the agency has authority to use in its 
operations.   

 
Required 

 
Entity Code 

 
The five digit number that indicates which 
operation has authority to use assets 

 
Required 

 
ETB Intra Commerce 
Code 

 
Three part code, which identifies a specific 
Hyperion Bureau code, a hard coded “underscore” 
and its sub-bureau “ETB” Entity code.  Example:  
“54-00”. 

 
Required 



Budget Execution  Screen Reference Guide 
 

  
  November 2002                    1-5 

 
Budget Sub Function 

 
The Budget Sub-function code is an OMB sub-
function that groups budget authority and outlays 
of budget and off-budget Federal entities in terms 
of national needs being addressed.  The BSF was 
referred to as the Budget Functional Classification 
(BFC).  A BSF may relate to more than one funds 
group, but one funds group may only be associated 
with a single BSF. 

 
Required 

 
Beginning Date 

 
The first day the fund is available to incur 
obligations.  The Period of Availability must begin 
with 01-OCT. 

 
Required 

 
Ending Date 

 
The last day new obligations can be incurred 
against the fund.  The system automatically 
populates this field for an annual fund (the last day 
of the fiscal year).  The system will automatically 
skip this field and leave blank for a no-year 
account. 

 
Required for annual and multi-
year funds.   

 
Appropriation Symbol 

 
The full appropriation symbol for this fund.  

 
Required 

 
Minimum Fund Percent 

 
Numeric value for a warning percent. 

 
Required 

 
Active Status 

 
The flag indicating whether the fund is active and 
available for use.  Valid values are Y for yes and 
N for no.  

 
Required 
System defaults to N. 

 
Date 

 
The effective date for the active status flag. 

 
Required 
Defaults to system date when 
set to Y. 
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To establish a Fund code on the GL013 the users perform the following steps: 
 

 
Step 

 
Action 

 
1 

 
Navigate to Fund Code Maintenance Screen (GL013). 

 
2 

 
Enter bureau code for 

13 – BIS 
14 – NOAA 

Navigate {Click, Enter or Tab} to next field. 
 

3 
 
Enter Fund Code.  Navigate to next field. 

 
4 

 
Enter Fund Title.  Navigate to next field 

 
5 

 
Enter Fund Type or double click to select from the List of Values. Scroll  or Arrow Down to 
appropriate Fund Type.  Highlight and click OK.   Navigate to next field 

 
6 

 
Enter Y or N in Internal field to indicate if this Fund Code is an Internal Fund.  Navigate to next field. 

 
7 

 
Enter the accounting basis, or double click to select from List of Values, or double click to select from 
the List of Values. Scroll  or Arrow Down 9to appropriate selection.  Highlight and click OK. 
Navigate to next field. 

 

 
8 

 
Enter Fund group.  Navigate to next field. 

 
9 

 
Enter prefix.  Navigate to next field. 

 
10 

 
Enter suffix, if applicable.  Navigate to next field. 

 
11 

 
Enter Entity Flag.  Navigate to next field. 

12 Enter Entity Code.  Navigate to next field 

13 
Enter ETB Intra Commerce Code, or double click to select from the List of Values.  Scroll  or Arrow 
Down 9to appropriate code.  Highlight and click OK.  Navigate to next field. 

14 
Enter Budget Sub Function Code, or double click to select from the List of Values.  Scroll  or Arrow
Down 9to appropriate code.  Highlight and click OK.  Navigate to next field. 

 

 
15 

 
Enter period of availability or double click to select from the List of Values.  Scroll  or Arrow Down 
9 to appropriate selection.  Highlight and click OK.  Navigate to next field. 

 
13 

 
Enter appropriation symbol.   Navigate to next field. 

 
14 

 
Enter value in Minimum Fund Percent.  Navigate to next field. 

 
15 

 

Enter a Y in Status field to activate the fund.  Click Save  to commit the transaction.. 
 

16 
 

Click Exit    to return to the Navigator menu. 
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9.1.2 Activity Code Maintenance (GL047) 
 
This screen is used to establish and maintain the activity codes for a program.  Activity code values are 
unique within a bureau code and fund.  Activity codes are included in the first level of the Program Code 
structure:  99-99-99-999.  The top portion of the screen (Control Block)  is for query purposes only.  
 

 
 
The Program B Activity Code Maintenance Screen (GL047) contains the following fields: 
 

 
Field Name 

 
Definition 

 
Attributes 

 
Established on previous screens: 
 
Bureau Code 

 
The code that uniquely identifies a bureau 
within the Department of Commerce. Valid 
values are established on the GL004 Bureau 
Code Maintenance Screen. 

 
Required  

 
Fund Code 

 
The code that identifies  the established 
fund/appropriation.  The valid values for this 
field are defined on the Fund Code Maintenance 
Screen (GL013). 

 
Required 

 
Title 

 
This field displays the name assigned to the 
Fund Code 

 
Defaults based on the information 
established on the (GL013) 
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Established on this screen: 
 
Activity Code 

 
The unique activity code for the bureau code 
and fund code.  This field cannot be 00. 

 
Required 

 
Name 

 
Establish a name for the Budget activity.  

 
Required 

 
Active Status 

 
The flag indicating whether the fund is active 
and available for use.  Valid values are Y for yes 
and N for no.   

 
Required 
System defaults to N. 

 
Active Date 

 
The effective date for the active status flag.  

 
Required 
Defaults to system date when the 
flag is set to Y. 

 
To add a new activity on the GL047 users perform the following steps: 
 

 
Step 

 
Action 

 
1 

 
Navigate to Program B Activity Code Maintenance Screen (GL047). 

 
2 

 

Query {F7} or click .  Enter Bureau Code to select Bureau 
13 - BIS 
14 - NOAA. 

 

Press Execute Query {F8} or click   .  Click on Next Record  or Down Arrow9 to appropriat
Fund Code. 

e 

OR 

Query {F7} or click   .  Enter Bureau Code and Fund Code for specific selection.  Press Execute

uery {F8} or click  

 

Q  .          
 

3 
 

avigate {Tab, Enter or Click) to Activity Code field and enter Activity Code. N
 

4 
 

avigate to Name field and enter name of Activity. N
 

5 
 

avigate to Status field and enter Y. N
 

6 
 

Click Save  to commit the transaction. 

7 Click Exit    to return to the Navigator menu. 
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1.3 Subactivity Code Maintenance (GL048) 
 
This screen is used to establish and maintain subac  code values for a program.  Sub-activity code 
v evel of the program code 
structure: 99-99-99-999.   Inform
recorded in the GL047 scr  i e sub-
activity. 
 

  

9.

tivity
alues are unique within a bureau code, fund, and activity.  It is the second l

ation in the first block can only be queried and is based upon value(s) 
een.  The Active Status for Activity must be Y n order to create th

   
 
The Subactivity Code Mai ntains the followin fields: 
 

me

ntenance Screen (GL048) co g 

 
Field Na

 
Definition 

 
 Attributes 

 
Established on previous screens which populate the Subactivity Control Block: 
 
Bureau Code 

ce Screen.   

 
The code that uniquely identifies a bureau within 
the Department of Commerce. Valid values are 
established on the GL004 Bureau Code 
Maintenan

 
Required to query 

  

field are defined on the (GL013) Fund Code 
Maintenance Screen. 

 
Fund Code The code that identifies the established 

fund/appropriation.  The valid values for this 
Required 
LOV available 

 
T  

  
efaults based on the 

information established on the 
GL013 

itle The title associated with the fund code.   D

 
Activity Code The unique activity code for the bureau code and 

 
Required 
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Field Name 

 
Definition 

 
Attributes 

fund code.  This field cannot be 00. 
 
Name 

 
Defaults based on the 

 
Name of the Budget activity.  

information established on the 
GL013 

 
ctive S

N for no.  

 
Required A tatus 

 
The flag indicating whether the fund is active and 
available for use.  Valid values are Y for yes and 

 
ctive D te The effective date for the active status flag.  This 

g is 
updated. 

 
Required 
 
 

A a
 

field defaults to the system date when the fla

 
Established on this screen to create the Subactivity: 
 
Sub-acti r the bureau code, 

fund code, and activity code.  

 
Required vity Code 

 
The unique sub-activity code fo

 
Sub-activity Name 

 
Establish a name for the Budget sub-activity.  

 
Required 

 
Active Status 

 
The flag indicating whether the fund is active and 
available for use.  Valid values are Y for yes and 
N for no.  The system defaults to N. 

 
Required 

 
Active Date 

 
The effective date f

 
or the active status flag.  This 

field defaults to the system date when the flag is 
updated. 

Required 

 
To add a new sub-activity on GL048 the user will need to perform the following steps: 
 

 
Step 

 
 Action

 
1 Navigate to Program B Sub-activity Code Maintenance Screen (GL048) 

 

 
2 

Query {

 

F7} or click Query   .  Enter Bureau Code to select: 

A 

y {F8} or click  

13 – BIS 
14 -  NOA

 Press Execute Quer  .  Click on Next Record  or Down Arrow 9to appropriate 
d Code and AcFun tivity Code. 

OR 

Query {F7} or   .  Enter Bureau Code, Fund Code and Activity for specific selection.  Press Execute 

Query {F8} or click  
 

3 
 
Navigate {Tab, Enter or Click} to Sub-Activity Code field and enter Subactivity Code. 

 
4 

 
Navigate to Name field and enter the name of the subactivity. 

 
5 

 
Navigate to Status field and enter Y to activate the subactivity. 

 
6 

 

Click on Save  to commit the transaction. 

7 Click Exit    to return to the Navigator menu. 
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9.1.4 Budget Line Item Code Maintenance (GL049)
 
This screen is used to establish and maintain budget line item code values 
item code values are unique within a bureau code, fund, activity and sub-activity
t de structure c e queried and is 
based upon value(s) record .  The Acti b-activity must 
be Y in order to create the 
 

     

 
 

for a program.  Budget line 
.  It is the third level of 

he program co : 99-99-99-999.  Information in the control blo
ed in the GL047 and GL048 screens
budget line item. 

k can only b
ve Status for Su

 
 
The Program B Line Item C he following fields: 
 

 
Field Name

ode Maintenance Screen (GL049) contains t

 
 

Definition 
 

Attributes 
 
Established on previous screens which populate the Budget Line Item Control Block: 
 
Bureau Code 

 
The code that uniquely identifies a bureau within 
the Department of Commerce. Valid values are 
established on the GL004 Bureau Code 
Maintenance Screen.  NOAA Bureau Code is 14. 
 BIS Bureau Code is 13.   

 
Required  
to execute a query.   
LOV available 

 
Fund Code 

 
The code identifying the established 
fund/appropriation. Valid values are established 
on the GL013 Fund Code Maintenance Screen.  

 
Required 
LOV available 
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itle This field displays the name assigned to the Fund 
Code. 

Defaults based on the 
information established on the 
GL004 

 
   
T

 
Ac vity de The unique activity code identified for the bureau 

e 
00. 

 
Required   
LOV available 

ti Co
 

code and fund code .  Value values are 
established on the GL047.  This field cannot b

 
Name 

 
Name of the Budget activity.  

 
Defaults based on the 

 information established on the
GL004 

 
Sub-acti ty code for the bureau code, 

 
Required vity Code The unique sub-activi

 

fund code, and activity code.  
 

ub-acti
 
Defaults based on the S vity Name 

 
Establish a name for the Budget. 

information established on the 
GL004 

 
Active S d is active and 

s and 

 
Required tatus 

 
The flag indicating whether the fun
available for use.  Valid values are Y for ye
Required for no.  

 
A e D active status flag.  This 

field defaults to the system date when the flag is 

 
Required ctiv ate 

 
The effective date for the 

updated. 
 
Established on this screen to create the Budget Line Item: 
 
Budget Line Item Name 

 
Establish a name for the line item.  

 
Required 

 
Active Status 

 
The flag indicating if the code is active and 
available for use. Valid values are Y for yes and 
N for no.  This field defaults to N. 

 
Required 
LOV available 

 
Active Date 

 
The effective date for the active status flag.  This 
field defaults to the system date when the flag is 
set to Y. 

 
Required 
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em codes on GL049: Users perform the following steps in order to add line it
 

 
Step 

 
Action 

 
1 

 
Navigate to Program B Line item Code Maintenance Screen (GL049). 

 
2 

 

Query {F7} or click   .  Enter Bureau Code to select Bureau 
13 – BIS 
14 – NOAA 
 

Press Execute Query {F8} or click   .  Click on Next Record  or Down Arrow9 to appropriate 
Fund Code, Activity Code and Sub-activity. 

                                         OR                 

Query {F7} or click   .  Enter Bureau Code, Fund Code, Activity and Sub-activity for specific 

on.  Press Exselecti ecute Query {F8} or click   . 
 

3 
 
Navigate {Click, E eld and enter Line Item Code. nter or Tab} to Budget Line Item Code fi

 
4 

 
Navigate to Name field and enter nam . e of Line Item

 
5 

 
Navigate to Status field and enter Y to activate the Line Item. 

 
6 

 

Click on Save  to commit the transaction. 

7 Click Exit    to return to the Navigator menu.  
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9.1.5 Bureau Unique Code Maintenance (GL050) 
 
T used to estab lues for .  Bureau unique 
code values are unique wit .  It is the 
fourth level of the program nformation in the first block can only be 
q s based upon .  The Active 
S  Budget Line niq
 

  

his screen is lish and maintain bureau unique code va
hin a bureau code, fund, activity, sub-activity, and budget line item
 code structure: 99-99-99-999.  I

 a program

ueried and i
tatus for the

value(s) recorded in the GL047, GL048 and GL049
 Item must be Y in order to create the bureau u

 screens
ue code.   

 
 
The Program - Bureau Unique Code Maintenance Screen (GL050) contains the following fields: 
 

 
Field Name 

 
Definition 

 
Attributes 

 
Established on previous screens which populate the Bureau Unique Code Control Block: 
 
Bureau Code 

 
The code that uniquely identifies a bureau within 
the Department of Commerce. Valid values are 
established on the GL004 Bureau Code 
Maintenance Screen.   

 
Required to enter a query 

 
Fund Code 

 
The code that identifies  the established 
fund/appropriation.  The valid values for this field 
are defined on the Fund Code Maintenance Screen 
(GL013). 

 
Required 

 
Title 

 
The title associated with the fund code. 

 
System Generated 

 
Activity Code 

 
The unique activity code for the bureau code and 
fund code.  This field cannot be 00. 

 
Required 
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Field Name 

 
Definition 

 
Attributes 

Name Establish a name for the Budget activity.   System Generated 
 
Su acti

  
Required b- vity Code The unique sub-activity code for the bureau code, 

fund code, and activity code.   
 

ub-acti ty Name Establish a name for the Budget sub-activity.   System Generated S vi
  

 
Budget Line Item Code The unique line item code for the bureau code, 

tivity code.   

 
Required 

 

fund code, activity code, sub-ac
 
Budget Line Item Name Name assigned to the line item. 

 
System Generated 

 

  
e code is active and 

 
Required Active Status The flag indicating if th

available for use.  Valid values are Y for yes and 
N for no.  

 
Active Date 

 
The effective date for the active status flag.  This 

 
Required 

field defaults to the system date when the flag is 
updated. 

 
 

 
Established on this screen to create the Bureau Unique Code: 
 
Bureau Unique Code 

 
The unique code for the bureau code, fund code, 

 
Req

activity code, sub-activity code, and line item
co

 
de.   

uired 

 
Name 

 
Establish a name for the bureau unique code.  

 
Required 

 
Active Status e and 

available for use.  Valid values are Y for yes and 
N for no.  This field defaults to N. 

Required 
LOV available 

 
The flag indicating if the code is activ

 

 
Active Date 

 
The effective date for the active status flag.  This 
field defaults to the system date when the flag is 
set to Y. 

 
Required 

 
 
To add Bureau Unique codes on the GL050 the user will need to perform the following steps: 
 

 
Step 

 
Action 

 
1 

 
Navigate to Program B Bureau Unique Code Maintenance Screen (GL050). 

 
2 

 

Query {F7} or click   .  Enter Bureau Code to select Bureau 
13 – BIS 
14 - NOAA 

Press   Query {F8} or click   .  Click on Next Record  or Down Arrow9 to appropriate Fund 
Code, Activity Code and Sub-activity and Line Item. 

OR 

Query {F7} or click   .  Enter Bureau Code, Fund Code, Activity, Sub-activity and Budget line Item 

F8} or click  for specific selection.  Press Execute Query {  . 
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ate {Tab, En r t nique Code 

 
 

3 Navig ter or Click} to Budget Unique Code field and ente he Bureau U
 

4 
 
Navigate to Name e Code. field and enter name of the Bureau Uniqu

 
5 

 
Navigate to Status vate the Bureau Unique Codefield and enter Y to acti . 

 
6 

 

Click on Save  to commit the transaction. 

7 Click Exit    to return to the Navigator menu. 
 
 
9.1.6 Project Code Mai
 
T ject Code Mainten te and maintain project management 
information such as project leader, funding source, project type, and project source.  The following is an 
e e of this screen: 
 

ntenance (CM004) 

he Pro ance Screen (CM004) is used to crea

xampl

 
 
The Project Code Mainten  fields: 
 

 
Field Name

ance Screen (CM004) contains the following

 
Definition  

 
Attributes 

 
Interface 

 
This field indicates the interface program 
through which entry was recorded.   

 
System Generated 
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Bureau Code in 

 
Required 

ble 

 
he code that uniquely identifies a bureau withT

the Department of Commerce. Valid values are 
established on the GL004 Bureau Code 
Maintenance Screen.   

LOV availa

 
Name m generated name assigned to the 

 
System Generated 

 
The syste
bureau code. 

 
Notes 

 
Optional 

 
A 240-character field used to record notes or 
comments about the project. 

 
Project Code he unique, user-assigned project code.  This 

 
Required 

 
T
project code must be unique for the Bureau and 
is alphanumeric. 

 
Title 

 
Required 

 
The title assigned to the project code.   

 
Type 

e project code is 
eneral Ledger.  
rough the 

Accounting System Code Maintenance Screen 
(GL021) and used to group similar projects.  

Required 
LOV available 

 
An abbreviation that describes how the project 
will be used whenever th
referenced and posted to the G
Project types are established th

 

 
Descr 

 
The description assigned to the project type 
code. 

ed 
 
System Generat

 
Fund Code 

 
The code established for the fund/appropriation.  

 
Required 
LOV available 

 
Title 

 
System Generated 

 
The name assigned to the fund 

 
Program 

 
Required 
LOV available 

 
A valid program code consisting of activity, sub-
activity, budget line item and bureau-unique 
codes for the bureau and fund code combination. 
 Program codes are established through four 
maintenance screens (GL047- GL050).  The 

rogram code must be unique within a bureau P
code and fund code.  The Program code is 
hierarchical.  

 
Name  System Generated 

 
he name assigned to the programT

 

 
D/R Flag 

 
Flag which indicates if this proje
reimbursable.  Y or N is a valid s

ct is direct or 
election. 

 
Required 
LOV available 

 
ates 

 
s valid. 

in 

rmat 

Effective D The beginning date for which the project i
 The effective date must be between the beg
and end date of the fund to which the project is 
linked.  This field must be in the required fo
of DDMONYYYY. 

 
Required 
 

 
Effective Dates: To  

 
t be 

DDMONYYYY. 

 
Required 
for annual and multi-year funds 

 
The ending date for which the project is valid. 
The project ending date must be between begin
and end date of the fund and mus

Category A valid apportionment designator to allow a Required 
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ent 
ear.  

Bureau to control funds by apportionm
categories for a specific fund code fiscal y
 

WIP 
 

 A Y/N flag which indicates if the project is to be
included in the WIP (Work in Progress) process 
of allocating incurred costs to a reimbursable 
project. 

Required 

Fixed Flag 
er order 

centage.  Note:  NOAA does not 
use a fixed percentage. 

Required A Y/N flag which indicates if a project’s costs 
are to be allocated to an unfilled custom
using a fixed per

 
Fixed This is a drill down field that provides a history 

of the unfilled customer orders that have been 
assigned to this project. 

System Generated 

WIP Hist history 
ave been 

System Generated This is a drill down field that provides a 
of the unfilled customer orders that h
assigned to this project. 

Codes: Fields of ptional 
Science 

A valid field of science code O

NSF Optional 
LOV available 

A valid field of science code. 

 
Production Non-

roduction activity.  Valid values are Y for 

e 
f outputs 

-production costs 
ction 
 

 
Required 

OV available 

 
Designates the project as a Production or 
P
Production and N for Non-Production.  Used for 
the Statement of Net Cost.  Production costs ar
those costs related to the production o
(i.e., goods and services).  Non
are those costs that do not involve the produ
of goods and services, e.g., certain property
acquisition costs, reorganization costs, 
nonrecurring cleanup costs. 

L

 
Goal 

OV available 

 
Identifies the high level objectives established to 
fulfill the Bureau=s mission.  Valid values are 
established on GL062 screen. 
 

 
Required 
L

 
Project Leader 

 
The name of the project leader. 

 
Required 
LOV available 

Manager 

e employee=s name is displayed in the 
djacent field.  Valid employee names are 

Required 
LOV available 

A valid employee number for the project 
manager.  Upon entering a valid employee 
number, th
a
established on the GL029 and a system 
generated number is assigned.  If a manager is 
not yet designated, the user can enter 999999 
(>NO SPECIFIC EMPLOYEE=). 
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p 
technical representative.  Upon entering a valid 
mployee number, the employee=s name is 

 and a 

al representative is not yet designated, the 

 
 
Techre

 
A valid employee number for the project 

e
displayed in the adjacent field. Valid employee 
names are established on the GL029
system generated number is assigned. If a 
technic
user can enter 999999 (>NO SPECIFIC 
EMPLOYEE=). 

 
Required 
LOV available 

 
 
Admin 

 
e 

99 (>NO SPECIFIC EMPLOYEE=). 

 
Required 
LOV available 

 
A valid employee number for the project 
administrator.  Upon entering a valid employee

umber, the employee=s name is displayed in thn
adjacent field.  Valid employee names are 
established on the GL029 and a system 
generated number is assigned.  If an 
administrator is not yet designated, the user can 
nter 9999e

 
CO/POC  

 
A valid employee number for the project 
contracting officer/point of contact.  Upon 
ntering a valid ee mployee number, the 

t 

=). 

employee=s name is displayed in the adjacen
field.  If a project contracting officer/point of 
contact is not yet designated, the user can enter 

99999 (>NO SPECIFIC EMPLOYEE9

 
Required 
LOV available 

 
Project: Created by 
Organization =

ployee information 
Defaults to user=s Org 
LOV available 

 
The organization that created this project code.  
Defaults to the user s home organization code 
defined in the em
maintenance screen (GL029). 

 
Required 

   
Work site A valid work site code which indicates the 

location where work is being performed. 
Optional 
LOV available 

 
Base/No

 
the 
an N for 

non-base is entered in this field, the FUNDING 
 If 

no value is entered, the FUNDING SOURCE 
GANIZATION field cannot be accessed. 

 
Required if a B for base or an 
N for non-base is entered 
 

n-Base A flag indicating the funding source for 
project, if applicable.  If a B for base or 

SOURCE ORGANIZATION field is required. 

OR
 
Funding
O niz

Employee Information Maintenance Screen 

ase/Non-base 
field is entered 

 Source This field designates the organization that is the 
 
Required if  B

rga ation  funding source for this project.  Defaults to the 
user=s home organization code defined in the 

 

(GL029). 
 
P r Co icable. 

 
Optional rio de 

 
Designates the prior project code, if appl

 
Budget Initiative No 

 
The associated budget initiative number for this 
project, if applicable.  NOAA uses this field to 
record the Reimbursable Agency ID number. 

 
Optional 
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Tasks roject.   Required 

 
Identifies specific tasks for the p

 

LOV available 
 
Other a

Authorization Estimates for Labor, Other and 

 
You can record other inform tion for the project 
in this field for Statistical Quantity, 

 
Optional 
LOV 

Total. 
 
Approva

be changed to Y until all required fields are 

Required l 
 
The flag indicating whether the project code has 

 

been approved.  The valid values are Y for yes 
and N for no.  This field defaults to N and cannot 

 

completed.  When this flag is set to Y, the 
document is read-only and cannot be updated. 

 
B

ts to the first name,  middle 

 

System Generated 
y 

 
The name of the person applying the approval.  
This field defaul

Required 

initial and last name of the user when the flag is 
set to Y.  

 
Date 

 
The effective date of the approval.  The field 
defaults to the system date when th

 
Required 

e approval 
flag is set to Y. 

System Generated 

 
A e: S

defaults to N.  

ctiv tatus The flag indicating if the code is active and Required 
  

available for use.  Valid values are Y for yes and 
N for no.  Field 

 

 
Date 

  
The effective date for the active status flag.  This Required 
field defaults to the system date when the flag is 
updated.  

 
To e tabl ng steps: 
 

 
Step 

s ish Project codes on CM004 the user will need to perform the followi

 
Action 

1 
 
Navigate to Project Code Maintenance Screen (CM004).   

2 

 
Cursor will display in Bureau Code field.  Enter the bureau code: 

13 - BIS 
14 - NOAA 

System will automatically populate the Name field and place the cursor in Notes field 

  3 
 
Double click in Notes field and enter information.  Click OK.  

 
4 

 
Navigate {Tab, Enter or Click} to Project Code field and enter a unique project code. 

 
avigate to Title field and enter a title for the project code. 5 

 
N

 6    

 
Navigate to Project Type field, and enter the project type or double click to select from the List of 
Values.   Scroll  or Arrow Down 9to appropriate Project Type.  Highlight and click OK.   Navigate 
to next field.  System will automatically populate the Project Type Description.  (Refer to Fund Code 
Crosswalk for Project Types associated to Funds). 

 
7 

 
Navigate to Fund Code field, and enter the Fund Code or double click to select from the List of Values. 
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croll  or Arrow Down 9to appropriate Fund Code. Highlight and click OK.  System will  S
automatically populate the Fund Code title field.   

 
8 ble click to select from List of Values 

r each segment of the program code.  Scroll 

 
Navigate to Program fields and enter valid Program code, or dou

or Arrow Down 9to appropriate Program Code.   fo
Highlight and click OK.  System will automatically populate the Program Name field.   
 

 
9 

 to select from List of Values.  Highlight and click OK. 

 
Navigate to D/R flag and enter either D or R to indicate whether this project is Reimbursable or Direct 

r double clicko
 

10 
 
Navigate to the Effective Date field and enter the date when the project will be valid.  Field must be DD-
MON-YYYY. 

 
11  and enter the date when the project will no longer be valid if applicable. 

 
Navigate to the To Date field
Field must be DD-MON-YYYY. 

12 avigate to the WIP field.  If designation is unknown, double click to select Y or N from the List of N
Values.  Highlight and click OK.   

13 ick to select Y or N from the List of Navigate to the Fixed Flag. If designation is unknown, double cl
Values.   Highlight and click OK.   

14 Navigate to the Fields of Science.  Enter the field of science code.  If code is unknown, double click to 
select from List of Values.  Highlight and click OK.   

15 
 List of Values.  Highlight and click OK.   

Navigate to the National Science Foundation field.  Enter the National Science Foundation code.  If code 
is unknown, double click to select from

16 Navigate to the Production field.  Indicate whether this project is production or non-production (P or N). 
 

17 t and click OK.   
Navigate to the Goal field.  Enter the Goal code.  If code is unknown, double click to select from List of 

alues.  HighlighV
 

18 
 
Navigate to the Project Leader field.  Enter the Project Leader’s employee number if applicable.  

19 Navigate to the Manager field.  Enter the Manager’s employee number if applicable.  If employee 
e ter last 
ll

number is unknown, double click to select from List of employ es.  Click in Find field and en
name of project manager %Last Name% and click Find. Scro   or Arrow Down 9to select manager 
from queried list.  Highlight name and click OK.  Otherwise, enter 999999. 

 
20 ber is 

of employees.  Click in Find field and enter last 
ick Find.  Scroll

 
Navigate to the Admin field.  Enter the Admin=s employee number if applicable.  If employee num
unknown, double click to get List of Values to view list 
name of project manager %Last Name% and cl   or Arrow Down 9to select project 
Admin from queried list. Highlight name and click OK.  Otherwise, enter 999999. 

 
21 

 
Navigate to the Techrep field.  Enter the Technical Representative’s employee number if applicable.  If 
employee number is unknown, double click to select from List of Values of employees.  Click in Find 
field and enter last name of project Techrep %Last Name% and click Find.  Scroll  or Arrow Down 
9to select manager from queried list.   Highlight name and click OK Otherwise, enter 999999. 

 
22 

 
Navigate to the CO/POC field.  Enter the Contracting Officer or Point of contact if applicable.  If 
employee number is unknown, double click to get List of Values to view list of employees.  Click to 
Find field and enter last name of project manager %Last Name%.  Scroll  or Arrow Down 9to 
select project CO/POC from queried list.   Highlight name and click OK Otherwise, enter 999999. 

 
23 

 
Navigate to the Project:  Created by Organization field.  This field will default to the user’s home 
organization.  Either tab through default organization or if different from the user, update the created by 
organization with a valid organization.  If organization code is unknown, double click to select from List 
of Values for each segment of the organization code.  Highlight org and click OK 
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le 

 
  

24 Navigate to the Work Site field.  Enter the work site, if applicable.  If Work Site is unknown, doub
click to select from List of Values.  Highlight site and click OK 

 
  

25 Navigate to the Base/Non-Base field.  Indicate whether the source of funding for this project code is 
base/non-base.  If field is left blank, the cursor will automatically move to Prior Project Code field.  If B 
or N is selected, the Funding Source Organization field will automatically be entered with the user home 
organization. 

26  
Navigate to the Fund Source Organization field.  Either tab through default organization or if different 
from the user, update the Funding Source Organization with a valid organization.  If organization code is 
unknown, double click to select from List of Values for each segment of the organization code.  
Highlight org and click OK 

 
27 

 
Navigate to the Prior Code field.  Enter the prior project code if applicable. 

 
28 

 
Navigate to the Budget Initiative Code field.  Enter the budget initiative code, if applicable.  (NOAA 
uses this field to record the Reimbursable Agency ID number.) 

 
29 

 
Navigate to Task codes pop-up.  Double Click to access Task Code screen.  (See procedure to enter task 

o be valid.  Click Exit   or   to codes.)  At least one task must be active in order for the project t
return to Project screen 

 
30 

 
Na er field a d enter project in s applicable.  (This field is not used at this time by vigate to Oth n formation a
NOAA or BIS.)  

31 avigate to Category fie ries in   Click Exit

 

N ld.   (See procedure to enter Project Catego formation.)   or 

  to return to Project screen 
 

32 approve record, enter roval field.  Click Save   To  Y in the App to com saction. mit the tran
 

33 To activate the project code, enter a Y in the Active status field.  Click Save   to commit the 
transaction 

34 Click Exit    to return to the Navigator menu. 
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1.6.1     Project/Tasks 
 
Multiple tasks can be associated with a specific project.  Tasks are established through the pop-up 
win w  
pop-up fr : 
 

9.

do on the Project Code Maintenance Screen (CM004).  The following illustrates the Project Tasks
om the Project Code Maintenance Screen

 
 
The Project Tasks pop-up on CM004 contains the following fields: 
 

 
eField Nam  

 
Definition 

 
Attributes 

 
Task Identifies specific task for the project Required 

  

 
Title 

 
Name of the task associated with the task 
acronym 

 
Required 

   
Effective Dates 
Begin 
End 

The beginning and end dates the task is 
applicable.   

 
Required 
Optional 

 
Notes 

 
Any notes pertaining to the task 

 
First - System Generated; 
then  
Optional 

 
Flags 

 
BE B Budget Execution  
LB B Labor 
PR B Purchase Requisitions   
AR B Accounts Receivable 
PO B Purchase Order    
GJ B General Journal 
AP B Accounts Payable 

 
Required Y or N for 
each 

 
ctive Status 

 
he flag indicating if the task is active and 

Y for yes and 
 for no.  Field defaults to N. 

 
equired A T

valid for use. Valid values are 
N

R

 
Date lag.  

ts to the system date when the 
ag is updated. 

System Generated 
 
The effective date for the active status f
This field defaul
fl

 

 
To establish additional Task cod  the user will perform the 
following steps: 

es through the pop-up window on CM004
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Step

 
 Action 

 
1 Within the project code ab to the Tasks field.  Double 

click to access the Task 

 
maintenance screen navigate {Click, Enter or T

ode popup screen. 
} 

C
 

2 
Click Insert  

 

 to create a blank task code line; add new unique task code. 
 

3 vigate to the Title.  A  title for the new task. 
 
Na ssign a

 
4  enter the eff st be within the project effective 

date parameters.) 

 
Navigate to ective dates for the task.  (Effective dates mu

  
5 Navigate to Notes field and double click in field.  Type appropriate information.  Click OK 

 
6 

 
To Update flags, enter Y as applicable for processing the following transaction types: 

BE B Budget Execution   LB B Labor 
PR B Purchase Requisitions   B Accounts Receivable 
PO B Purchase Order   B General Journal 

AR
GJ 

AP B Accounts Payable 
 

7 
 

o activate the task code, enter Y in the Active Status field.  - T
 

8 
 

Click Exit  or   to return to Project screen 
 
9.1.6.2     Category 
 
A different category can be associated to a project for each fund code fiscal year.  Categories are 
establish t op- Code Maintenance Screen (CM004).  The 

llowing illustrates the Project Category pop-up from the Project Code Maintenance Screen: 

 

ed through he p up window on the Project 
fo
 

 
 

 
Field Name Definition

 
 Attributes

 
 

 
FCFY 

 
Identifies the Fund Code Fiscal Year in which 
the category w

 
Required 

ill be designated for the 
specific project 

 
Category 

 
A valid apportionment designator to allow a 

 
Required 

Bureau to control funds by  apportionment 
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Field Name Definition

 
 Attributes

 
 

categories for a specific fund code fiscal year. 
 
Active Status 

 
The flag indicating if the code is active and 
available for use.  Valid values are Y for yes 

 
Required 
 

and N for no.  Field defaults to N.    
 
User Name 

d as Y. 

 
System Generated;  

 
Name assigned when the Active Status is 
save

  
SDate Date assigned when the Active Status is saved 

as Y. ystem Generated 

Device Name 
Status is saved as Y. 

S ated Name of Device assigned when the Active ystem Gener

 
To establish a Category Codes through the pop-up window on CM004 the user will perform
following steps: 
 

 the 

 
Step 

 
Action 

 
ithin the project  ory.  Double 

click to access the 
1 

 
W code maintenance screen navigate {Click, Enter or Tab}

Project Categories popup screen. 
to the Categ

 
2 

 
Enter in the FCFY 

 
3 

 
Navigate to the Category.  Enter in Category designator or double click and select from the List of 
Value.  Highlight and click OK.  Navigate to the Active Status field. 

 
7 

 
To activate the Category Code, enter Y in the Active Status field.   

 
8 

 

Click Exit  or   to return to Project screen 
 
 
9.2 Funds Control Maintenance 
 
The following screens apply to the Funds Control Maintenance process: 
‚ FM001  Funds Management Parameter Maintenance 
‚ FM501  Funds Management Parameter Modification 
‚ FM005  Congressional-Established Reprogramming Threshold Maintenance  
‚ FM007  Budget Operating Plan Transfer Maintenance 
 
9.2.1 Funds Management Parameter (FM001) 
 
The Funds Management Parameter Maintenance Screen is used to identify at the overall system-fund 
level whether commitments and sub-allotments will be recorded for the fund.  This screen is also used to 
indicate whether Budget Operating Plans will be used for Funds Control. 
 
For each fund the user identifies the Account Classification Code Structure (ACCS) level for funds 
control by organization.  The default Account Classification for Funds Control or Amask@ is used to 
populate the ACCS level for funds control. 
 
The following is an example of the Funds Management Parameter Maintenance Screen (FM001): 
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The Funds Management P  the following fields: 
 

 
Field

arameter Maintenance Screen (FM001) contains

 
Description  

 
Attributes 

 
ureau Code  that uniquely identifies a bureau within the 

 the GL004 Bureau Code Maintenance 
creen.   

 
equired 

ble 
B

 
he codeT

Department of Commerce. Valid values are 
established on
S

R
LOV availa

 
Bureau Name he bureau name assigned to the bureau code. ystem Generated 

 
T

 
S

 
Fund Code Required 

LOV available 

 
The code established for the fund/appropriation.  

 

 
Fund Title 

 
The name assigned to the fund. 

 
System Generated 

 
Fiscal year 

 
The 4-digit fiscal year to set funds control. 

 
Required 

 
Appropriation Symbol 

 
System Generated 

 
The appropriation symbol for the fund code is 
established on the GL013 screen. 

Category A valid apportionment designator to allow a Bureau to Required 
control funds by apportionment categories for a 
specific fund code fiscal year. 
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Record: Commitments 

 
If the Record: Commitments field is set to Y, 
commitment documents impact the General Ledger 

 
Required 

when a requisition is  approved by the requester.  If 
this field is set to N, commitment documents have no 
General Ledger impact. 

 
ecord: b-allotments 

 
Set the Sub-allotments field to Y, if sub-allotments 

 value of this field has 
an impact on General Ledger transactions. 

 
Required R  Su

are going to be recorded.  The

 
Use Bud

lans fo Funds 
Control 

ld to Y if Budget Operating Plans are going to 
be used for funds control.  If Y, the system checks for 

inus commitments, 
obligations, accruals, and expenditures).   If N, the 

 level of funds distribution 
for the fund.  This may be at the allotment or sub-

Required get Operating 
 
Set fie

 

P r 
funds available (i.e. budget plan m

system looks for the lowest

allotment level, depending on the values entered in 
the sub-allotments field. 

 
Default 
C ific
Control 

 will 
ation for a particular 

bureau, fund, and fiscal year.  For every segment of 
the ACCS, except fund code, a value of 0 indicates to 
the system to ignore this level for funds control.  As 

n is specified in the detail block of 
stem automatically assigns the level 

 
Account 
ation for Funds 

This is the default level of funds control for this 
bureau, fund and fiscal year.  The default determines 
to what level within the full accounting code 

Required 
lass

 

classification structure (ACCS) the system
perform funds availability valid

each organizatio
the screen the sy
of funds control for that organization based on the 
default value recorded in the control block of the 
screen.  

 
Active Status 

 
Once the screen is activated, budgetary resources can 
be recorded. 

 
Required 

 
Date: 

 
The effective date for the active status flag 

 
Required 

   
Organization Code When the Active Status is checked, the active 

organization codes are populated in these fields and 
each element of the organization is validated. 

Required 

 
Account Classification 
for Funds Control 

 
The individual elements making up the Account 
Classification Code Structure (ACCS) are used to 
record the general ledger impact for the transaction.  
The elements include project and task codes, program 
code, organization code, object class and a user-
defined code. 

 
Required 

 
Use this procedure to add a new organization on the Funds Management Parameter Maintenance Screen 
(FM001): 
 

 
Step 

 
Action 

 
1 

 
Select the FM001 - Funds Management Parameter Maintenance Screen menu option. 
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2 Enter Bureau Code: 
- BIS 

14- NOAA 
13 

  
3 Navigate {Tab, En dou e click and select from a 

List of Values.  Sc
ter or Click} to Fund Code field.  Enter fund code or 
roll 

bl
 or Arrow Down 9 to appropriate Fund Code.  Highlight and click OK 

.   
 

4  
 
Navigate to Fiscal Year field.  Enter fiscal year. 

 
5 

 
Navigate to Catego ble click and select fr m a List of Values.  
Highlight and click OK. 

ry field.  Enter category code or dou o

 
6 Navig

 
ate to Record:  Commitments.  Enter Y or N.   

  
7 Navigate to Sub-Allotments.  Enter Y or N.   

 
8 Navi

 
gate to Use B r N.   udget Operating Plans for Funds Control.  Enter Y o

9 Navigate to Defau p will display.  (See procedures 
to enter Account C

lt Account Classification for Funds Control.  A pop-u
assification Mask) l

10 

When Account Cla  the D ount 

Classification for F ld.  ter Y and click Save  

ssification Mask is completed, the cursor remains in

unds Control field.  Navigate to the Active Status fie

efault Acc

En  
. 

11 Click Exit    to return to the Navigator menu. 
 

 
 
9.2.1.1.    Account Classification Mask 
 
The pop-up autom een for the first time for each session.   The data 
contained in the Account Classification pop-up is recorded for each transaction and allows the system to 
verify fu ecords to the appropriate G/L account.  The ACCS consists of the 
bureau, project/task, fund rganization, object class, and any user-defined codes.  Each 
segment of the ACCS is validated against the appropriate maintenance screen(s).  A user=s view of the 
ACCS is dependent on the Override ACCS flag in the Employee Information Maintenance Screen 
(GL029) tus is Y.  
 

atically displays when entering the scr

nds availability and/or post r
 code, program, o

.  No changes can be made to the ACCS, once the Active Sta
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Field Description
 

 Attributes
 

 
 
Project Task 

 
Field to set funds control.  Zeros entered in a field 
indicates that funds control is not at that level

 
Required 

.  The 
number nine entered in a field sets fund control at that 

 

level. 
 
Program  

 
Field to set funds control.  Zeros entered in a field 
indicates that funds control is not at that level.  The 

 
Required 
 

number nine entered in a field sets 
 
 

 
  

 
 

Organization 
Field to set funds control.  Zeros entered in a field 
indicates that funds control is not at that level.  The 
number nine entered in a field sets 

 
Required 
 

 
Object Class 

 
Field to set funds control.  Zeros entered in a field 
indicates that funds control is not at that level.  The 
number nine entered in a field sets 

 
Required 

 
UDF 

 
Field to set funds control.  Zeros entered in a field 
indicates that funds control is not at that level.  The 
number nine entered in a field sets 

 
Required 
 

 
If the Active Status is N, use this procedure to access the Default Account Classification for Funds 

ntrol S reen pop-up.  
 

 

Co c

 
Step

 
Action 

 
1 001 - Funds Management Parameter Maintenance Screen menu option. 

 
elect the FMS

 
2 Click on Enter Query  or press {F7}  

nter Bureau Code:  13 - BIS E
       14 - NOAA  

Fund Code  
 

Execute the Query {F8} or click on 

Fiscal Year 

 to retrieve transactions. 
 

3 
 
Double click in Default Account Classification for Funds Control field. 

 
4 

 
Enter in “0” or “9” in Project field.  Navigate to next field 

5 Enter in “0” or “9” in Task field.  Navigate to next field. 
6 Enter in “0” or “9” in Program fields.  Navigate to next field 
7 Enter in “0” or “9” in Organization field.  Navigate to next field 
8 Enter in “0” or “9” in UDF field.  Navigate to next field 

9 Click Exit  or    to return to FM001 screen. 
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he Congressional Established Reprogramming Threshold Maintenance Screen (FM005) establishes a 
system-wide parameter for formal reprogramming limits.  This parameter can only be modified through 

tructured Query Language (SQL); on-line update is not allowed.   

rmal reprogramming occurs when the cumulative reprogramming of a specific program exceeds 
$500,000 or 10% (current Congressional limits) of program funding during a fiscal 
l s. Th em noti s the user and the over  when the reprogramming threshold has been 
e
 
T ollowing is an e  Threshold Maintenance 
Screen (FM005): 
 

9.2.2 Reprogramming Threshold Maintenance (FM005) 
 
T

S
 
Fo

year, whichever is 
es e syst fie ride official
xceeded. 

he f xample of the Congressional Established Reprogramming

 
 
 
Use this procedure to programming threshold on FM005: 

 
Step 

 
Action 

 enter or modify re
 

 
1 

 
Select the FM005 – Congressional Established Reprogramming Threshold Maintenance screen 
menu option. 

 
2      

 
Enter in appropriate percentage. 

3 Navigate {Tab, Enter or Click} into Amount field.  Enter amount. 
 

4 
 

Execute the Query {F8} or click on  

5 Click Exit    to return to the Navigator menu. 
 
 
9.2.3 Budget Operating Plan Transfer Maintenance Screen (FM007) 
 
The Budget Operating Plan Transfer Maintenance Screen (FM007) establishes the default organization 
level at which allotments are automatically created when using the BOP Change Order TRNSFER 
functionality.  A default mask is created for each combination of bureau, fund code, fiscal year, and 
direct/reimbursable flag.  This mask is applied to the organization code entered in the Corresponding 
Organization field on the Budget Control Screen. 
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nlike the majority of screens, the control block is located on the lower part of the screen, as shown in 
the following illustration of the Budget Operating 
 

U
Plan Transfer Maintenance Screen (FM007): 

 
 

he Budget Operating Plan Transfer Maintenance Screen (FM007) contains the following fields: 
 

 
Field

T

 
 

Description 
 

Attributes 
 
Detail Block 

 
 

 
 

 
BC 

 
The Bureau Code that uniquely identifies a bureau within the 
Department of Commerce. Valid values are established on the 
GL004 Bureau Code Maintenance Screen.  NOAA Bureau Code 
is 14.  BIS Bureau Code is 13.   

 
Required  
 

 
FC 

 
The code identifying the established fund/appropriation. Valid 
values are established on the GL013 Fund Code Maintenance 
Screen.  

 
Required 
 

 
FY 

 
The 2-digit fiscal year to set funds control. 

 
Required 

 
D/R 

 
Indicates if this project is direct or reimbursable. 

 
Required 

 
Project-Task 

 
Identifies the  unique project code for the Bureau and the specific 
task for the project 

 
Not available at this 
time 
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available.  00-00-0000-00-00-00-00 is a valid entry. 
Establishes the organizational level hich allotments will 

 
Required at first or 
second level 

 
 
Organization 

 
A valid organization code from which the transfer is made 

 from w
be created for automatic transfer.  Valid entries are 99-00-0000-
00-00-00-00 and 99-99-0000-00-00-00-00. 

 
O ct C al structures consisting of Object, Subobject, sub-

ject and function code that uniquely identifies an object 
 pertains to this Category B apportionment. 

 
Not Available at this 
time 

bje lass 
 
The hierarchic
subob
class as it

 
 her the fund is active and available for 

 
Required A

 
The flag indicating whet
use.  Valid values are Y for yes and N for no.  

 
Active D

 
System Generated ate The effective date for the active status flag. 

 

 
Control Block   

  

 
Bureau System Generated Name The bureau name assigned to the bureau code 

  

 
Approp Symbol appr n symbol for this fund. 

 
System Generated 

 
The full opriatio

 
Fund Ti

 
System Generated tle The name assigned to the fund 

 

 
Allot e been made available for a Line 

 
System Generated 

 
Indicates whether allotments hav
Office, Program Office or Staff Office to obligate funds 

 
Su Allo

 
In e been authorized for 
incurring  obligations within the organization  

 
System Generated b- t dicates whether sub-allotments hav

  
d is internally managed 

 
System Generated Internal Indicates if the fun
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ls at which allotments are automatically created 
hen using the BOP Change Order TRNSFER functionality on the FM007: 

Use this procedure to establish default organization leve
w
 

 
Step 

 
Action 

 
1 

 
Select the FM007 - Budget Operating Plan Transfer Maintenance Screen menu option. 

  

13 - BIS  
14 - NOAA  

 Press Tab to move to the next field. 

2 Enter the Bureau Code:    

 
3 

 
Enter the appropriate Fund Code.  Press Tab to move to the next field. 

 
4 

 
Enter the 2-digit Fiscal Year.   Press Tab e next field. to move to th

 
5 Enter 

 
D for Direct move to zation field. or R for Reimbursable in the D/R field.  Press Tab to  the Organi

 
6 

 
Enter the appropria

Line Office 
FMC  

te data to set the mask at the applicable level: 
99 
99-99 

 
7 Clic

 
k in the A (Approval) field to activate the record. 

 
8 

 
The Active Date will automatically populate. 

9 Click Exit    to return to the Navigator menu. 
 
 
9.3 Budget Execution
 
T p
‚ B
‚ FM061  Pr en 
‚ A   
‚ FM063  A
‚ FM064  Su
‚ In
‚ B
 

 Planning 

he following screens ap
 FM060  

ly to the Budget Execution Planning process: 
udgetary Resources Transaction Screen 
ogram Authority Transaction Scre

 FM062  pportionment Transaction Screen (Category A and B) 
llotment Transaction Screen 

allotment Transaction Screen  b
 FM065  ternal Fund Ceiling Transaction Screen 
 FM066  udget Operating Plan Screen 



Budget Execution  Screen Reference Guide 
 

  
  November 2002                    1-34 

9 esou
 
This screen is used to record the appropriation authority given to an agency and is the first level of funds 
c  chooses m) portion of the screen and 
e .  Upon a trol re ted to 
include the amount of resources being established. 
 
The following is an examp esources Transaction Screen (FM060): 
 

.3.1 Budgetary R rces Transaction (FM060) 

ontrol.  The user
nters the amount

 the type of budgetary resource in the detail (botto
pproval, the totals for the field amounts in the con cord are recalcula

le of the Budgetary R

 
 

he Budgetary Resources Transaction Screen (FM060) contains the following fields: T
 

 
Field 

 
Description 

 
Attributes 

 
ureau ode 

 
The code that uniquely identifies a bureau within the 
Department of Commerce. Valid values are established on 

 
Required 
LOV available 

B C

the GL004 Bureau Code Maintenance Screen.   
 
Bu eau me assigned to the bureau code. 

 
System Generated r Name The na

 

 
Fund Code The code establishing fund/appropriation.   

 
Required 
LOV available 

 

 
Fund Ti  

 
tle The name assigned to the fund code. System Generated 

 

 
iscal Y The 2-digit fiscal year for the transaction.  

 
Required F ear 

 

 
Period of Availability 

 
Indicates whether the fund is a single year, multi-year, or 
no year fund.  This field is automatically displayed based 
on the bureau and fund code. 

 
System Generated 
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A labi
lly displayed 

vai lity Begin Date The date indicating the period when this fund is available 
for new transactions.  This field is automatica
based on the bureau and fund code. 

System Generated 

 
A labi hen this fund is no longer 

displayed based on the bureau and fund code. 

 
System Generated vai lity End Date 

 
The date indicating the period w
available for new transactions.  This field is automatically 

 
Appropriation symbol 

 
GL013 screen. 

 
System Generated The appropriation symbol assigned on the 

 
Transaction No 
 

A unique number generated by the system once the page 
down button is pressed to enter the Detail Block. 

 
System Generated 

 

 
Approval 

 
The flag indicating whether the document has passed all 
system edits.  

 
Required 

 
By 

 
This is the database username assigned by the system. 

 
System Generated 

 
Date 

 
The date that the budgetary resources are approved.  The 
date will default to the date that the transaction is 

 
System Generated 

approved.  Once approved, the approval cannot be 
overridden. 

 
Total Enacted 
Appropriations 

 
The total of all transactions that has been enacted for this 
bureau, fund and fiscal year. 

 
System Generated 

 
Total Other Sources 

 
The total of all transactions that has been enacted for the 
other sources (reimbursable, appropriations) for this 

 
System Generated 

bureau, fund and fiscal year. 
 
Total Budgetary 
Resources 

 
The total of all budgetary resources available for this 
bureau, fund and fiscal year. 

 
System Generated 
LOV available 

 
Total 
Apportioned/Direct 

 
The total of all direct funds apportioned for this bureau, 
fund and fiscal year.  

 
System Generated 

  
r this 

bureau, fund and fiscal year. 

 
System Generated Total The total of all reimbursable funds apportioned fo

Apportioned/Reimb 
 
Total Apportioned 

 
The sum total-to-date apportioned.  Double click in field 

 drill down to the Apportionment/Allotment Lookup 
creen (FM086). 

 
OV available to

S

 
System Generated
L

 
Trans Code 

 
The transaction code for the type of budgetary resource for 
this bureau, fund and fiscal year. 

 
Required 
LOV available 

 
D/R 

 
Flag which indicates if the budgetary res

r reimbursable.   This field is defaulted
ources are direct 
 based on the o

selected transaction code. 

 
System Generated 

 
Prior Total-to-Date he prior total-to-date budgetary resources established for 

action code. 
 Generated 

 
T
this bureau, fund, fiscal year and trans

 
ystemS

 
This Amount urrent 

 
The amount of budgetary resources for the c
ransaction. t

 
Required 
 

 
Transaction Code 
Description 

m 
entified.   

 
This description is automatically inserted by the syste

ased on the Transaction Code idb

 
System Generated 

 
B 

 
The flag which indicates if there is a beginning balance for ed 

 
System Generat
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ar-
as been performed on GL206.  

this Budgetary Resource transaction.  Y indicates that a 
carryover balance has been brought forward from the ye
nd closing process that he

N indicates no carryover balance has been brought 
forward. 

 

U e this procedure to reco
 

Step 
 

  
s rd budgetary resources. 

 
Action 

 
1 

 
Select the Budgetary Resources Transaction Screen {FM060} menu option. 

  
2 Enter the Bureau C

13 - BIS 
14 – NOA

Or double click an

ode:  

A 

d select from List of Values.  Scroll  or Arrow Down 9to appropriate Bureau and 
Fund Codes. Highlight and click OK.   Navigate {Enter or Tab} to Fund Code. 

 
3 

 
Select the Fund
Screen.  Scroll 

 C  a -up ode Fiscal Year from Fund, Fund Title, FY, Approp Symbol nd Availability Pop
 or Arrow Down 9to appropriate Fund Code Fiscal Year.  A user must select the fund 

code from the Pop-up screen.   Highlight and click OK. 
 

4 
 
Click in Trans Cod ese field.  Enter in Trans Code or select from the List of Valu .  Scroll  or Arrow 
Down 9 to appropriate Trans Code.  Highlight and click OK.    

 
5 

 
Navigate to This Amount field and enter amount. 

6 Click to the Appro r a Y to approve the transaction and click Save val field.  Ente  to commit the 
transaction.   
 

Click Exit  
 

 7  to return to the Navigator menu. 
 
 
9.3.2 Program Authority Transaction (FM061) 
 
This screen represents the second level of funds control and is used to record the authority to expend 
f fic progra he
threshold of 10 percent or  allotments and sub-
allotments to program cod
 

unds for a speci m.  This screen is also used as a basis for calculating t
$500,000 (FM005). The system only allows recording
s with program authority established on FM061.    

 reprogramming 

e
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ity Screen (FM061): The following is an example of the Program Author
 

 
 
The screen is divided into two blocks.  The control bl  authority 
est she
 
Th tai  lis ions that equal the total Program Authority 
stablished and the total Apportioned for Category A and B.  The user enters the amount of the program 
uthority. Upon approval, the total Program Authority-Established

ock allows you to enter the total program
abli d and the detail block summarizes authority entries established to date, by program. 

e de ls provide a t of individual program transact
e

 field is recalculated to include the 
a view only but CAMS will allow queries for specific 

rit

a
amount of authority entered.  The detail portion is 
utho y established.     a

 
The Program Authority Screen (FM061) contains the following fields: 
 

 
Field 

 
Description Attributes

 
 

 
Control Block   

  

 
Bureau Code 

 
The code that uniquely identifies a bureau within the 
Department of Commerce. Valid values are establishe

 
Required 

d on 
the GL004 Bureau Code Maintenance Screen.   

LOV available 

 
Bureau Name 

 
The name assigned to the bureau code. 

 
System Generated 

 
Fund Code 

 
The code establishing fund/appropriation.   

 
Required to pick from 
LOV 

 
Fund Title 

 
The name assigned to the fund code. 

 
System Generated 

 
Fiscal Year 

 
The 2-digit fiscal year for the transaction.  

 
System Generated 
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n symbol for the fund code.  This is 
 
System Generated 

 
Appropriation Symbol 

 
The appropriatio
derived from the GL013 screen. 

 
Activity Code 

 
The unique activity code for the bureau code and fund 
code. 

 
Required 
LOV available 

 
Sub-activity Code 

 
The unique sub-activity code for the bureau code, fund 
code, and activity code. 

 
Required 
LOV available 

 
Budget Line Item  

 
The unique line item code for the bureau code, fund code, 

 
Required 
 activity code, sub-activity code. 

 
Bureau Unique  

 
he unique bureau unique code for the bureau code, fund 

 code.  

 
equired T

code, activity code, sub-activity code, and line item
R
 

 
D/R 

 
Flag which indicates if the budgetary resources are direct 
or reimbursable.   This field is defaulted based on the 
selected transaction code. 

 
Required 
LOV 

 
Amount This Entry  current 

 
The amount of budgetary resources for the
transaction. 

 
Required 
 

 
Total Budgetary 
Resources 

 
The total of all budgetary resources available for this 
bureau, fund and fiscal year.  Double 

own to the Budgetary Resources Loo
click in field to drill 
kup Screen 

ed 

d
(FM082). 

 
System Generat
 

 
Total Program 
Authority B Established 

reau, 
 
The total of all program authority available for this bu
fund and fiscal year and direct flag.  

 
System Generated 

  
 
 

 

Total Apportioned 
(Category A and B)  

 
The sum total-to-date apportioned for Category A and B). 

 
System Generated 

 
Transaction No 

 
A unique number generated by the system. 

 
System Generated 

 
Approval 

 
The flag indicates whether the document has passed all 
system edits. 

 
Required 

 
By 

 
This is the database username assigned by the system. 

 
System Generated 

 
Date 

 
The date that the budgetary resources are approved.  The 
date will default to the date that the transaction is 
approved.  Once approved, the approval cannot be 
overridden. 

 
System Generated 

 
Detail Block 

 
 

 
 

 
Program Code 

 
A list of all of the valid program codes.  These four fields 
display the elements for the program codes established in 
the header block for this bureau, fund and fiscal year.    

 
System Generated 

 
Name 

 
The system generated name assigned to the program code. 

 
System Generated 

 
D/R 

 
The flag which indicates if the program code is direct or 
reimbursable.   This field is defaulted based on the fund 
code. 

 
System Generated 
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Authority The total program authority established for this bureau, System Generated 
fund, fiscal year, program and direct flag. 

 
Category B Apport System Generated 

 
The Category B Apportionments established for this 
program. 

 

 
Use this procedure to establish program
 

p 
 

Action 

 authority. 

 
Ste

 
1 

 
Select the Program Authority Transaction Screen (FM061) menu option. 

 
2 

 
Enter the Bureau C

13 - BIS 
14 – NOA

Or double click an

ode  

A 

d select from List of Values.  Scroll  or Arrow Down 
vigate {Enter or Tab} to Fund Code. 

9 to appropriate Bureau and 
Fund Codes. Highlight and click OK.  Na

 
3 
 

Select Fu
use

 
nd Code bility D   A 

r must select th
 Fiscal Year from the Fund, Fund Title, FY and Availa
e fund code from the Pop-up screen.  Scroll 

ates Pop-up Screen.
 or Arrow Down9to appropriate Fund 

Code Fiscal Year. Highlight and click OK.  Enter or Tab to next field. 
 

4 
 
Navigate {Click, Enter or Tab} to the Activity field. 

5  
Enter the Activity code or double click and select the whole Program Code from List of Values.  Scroll 

 or Arrow Down 9to appropriate Code.  Highlight and click OK.  Navigate to next field. 
  

6 Navigate to the D/ e field to indicate whether the fund is Direct or R Flag.   Enter a D or R in th
Reimbursable. 

  
7 Navigate to the Amount This Entry field. 

 
8 

 
Enter the Amount for the program. 

 
9 

 

Navigate to the Approval field, enter Y to approve. Click Save   to commit the transaction. 
 

10 
 
The detail block sh eould display all of the program codes, and program authoriti s established. 

11 Click Exit    to return to the Navigator menu. 
 
 
9.3.3 
 
This screen represents the third level of funds control and is used to enter Apportio
budgetary resources available to NOAA by quarter.  The apportionment may not exceed the lesser of total 
budgetary resources or Program Authority.  Internal funds should not be apportion s 
are not external budgetary resources.   
 
The Apportionm ansa y A apportionm
on the first page and Category B apportionments on the second page.  Adjacent to the screen name, next 
t e, it
 

Apportionment Transaction   (FM062) 

nments that make 

ed since internal fund

ent Tr ction Screen consists of two pages.  Categor ents are included 

o the menu option cod  indicates which page the user is positioned on. 
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9.3.3.1     Category A Apportionments 
 
The first page allows you t er enters th
a ; and, upon d field is recalculated to i lude the amount of 
t tered por saction 
S
 

o enter Category A Apportionments.  The us
pproval, the Total Apportione

e amount of the 
pportionment a nc
he apportionment en
creen: 

.  The following is an illustration of page 1 of the Ap tionment Tran

 
 
T e Appo
 

 

h rtionment Transaction Screen (FM062) contains the following fields: 

Field 
 

Description 
 

Attributes 
 

ureau  
 
Required B Code 

 
The code that uniquely identifies a bureau within the
Department of Commerce. Valid values are established on 
the GL004 Bureau Code Maintenance Screen.   

 
u eau  Generated B r Name 

 
The name applicable to the bureau code. 

 
System

 
Fu d Co

 
Required n de 

 
The code establishing fund/appropriation.   

LOV available 
 

und Ti
 
The name assigned to the fund code. 

 
System Generated F tle 

 
Fiscal Y

 
nsaction.  

 
Required ear The fiscal year for the tra

 
A opr

derived from the GL013 screen. 
rated ppr iation Symbol 

 
The appropriation symbol for the fund code.  This is 

 
System Gene
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 generated number.  It assigns the fiscal 
 
System Generated 

 
 
Apport No 

 
This is a system
year and a sequential number identifying how many 
apportionments have been made for this fund.  

 
Transaction No 

 
A unique number generated by the system. 

 
System Generated 

   
D/R Flag which indicates if the budgetary resources are direct 

or reimbursable.    
Required 
LOV available 

 
Approval 

 
The flag indicating whether the document has passed all 

 
R

system edits.  
equired 

   
By This is the database username assigned by the system. System Generated 
 
Date  

 
The date that the apportionment is approved.  The date 
will default to the date that the transaction is approved.  

 
System Generated 

Note:  Once approved, the approval date cannot be 
overridden. 

 
Total Bud y 

esource
he total of all budg ces available for this 
ureau, fund and fis uble Click in field to d ll 
own to the Budgetary Resources Lookup Screen 

). 

 
Systemgetar

s R

 
T etary resour

cal year.  Dob ri
d
(FM082

 Generated 

 
Total Program 
Authority  

ble for this bur
 
The total of all program authority availa
fund, fiscal year a

eau, 
nd direct flag. . 

 
System Generated 

 
Total Apportioned   d, 

 
System Generated 

 
The total of all funds apportioned for this bureau, fun
fiscal year and direct flag.   

 
Total Allotted The total of all funds allotted to the Line Offices for this 

bureau, fund, fiscal year and direct flag.  Double Click in 
field to drill down to the Apportionment/Allotment 
Lookup Screen (FM086). 

 
System Generated 

 

 
Category A Apportionment 

 
 

 
Trans Code  

 
A valid transaction code which uniquely identifies the set 
of debits and credits impacting budgetary account numbers 
for the recording of Category A apportionments. 

 
Required if entering 
Category A 
apportionment amounts 
LOV Available 

 
First Quarter, Prior 
Total-to-date 

 
Total of previous recorded Category A amounts 
apportioned in the first quarter. 

 
System Generated 

 
First Quarter, This 
Transaction 

 
The amount to be apportioned in the first quarter for the 
current transaction. 

 
Required if 
apportioning amounts 
in the first quarter of 
the fiscal year for this 
transaction. 

 
Second Quarter, Prior 
Total-to-date 

 
Total of previous recorded Category A amounts 
apportioned in the second quarter. 

 
System Generated 

 
Second Quarter, This 
Transaction 

 
The amount to be apportioned in the second quarter for the 
current transaction.   

 
Required if 
apportioning amounts 
in the second quarter of 
the fiscal year for this 
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transaction. 
 
Third Quarter, Prior 
Total-to-date 

 
rated 

 
Total of previous recorded Category A amounts 
apportioned in the third quarter. 

System Gene

 
hird Quarter, This he amount to be apportioned in the third quarter for the 

 
Required, if 

rtioning amounts 
in the third quarter of 

action. 

T
Transaction 

 
T
current transaction. appo

the fiscal year for this 
trans

 
Fourth Quarter, Prior 
Total-to-date in the fourth quarter. 

 
System Generated 

 
Total of previous recorded Category A amounts 
apportioned 

 
Fourth Quarter, This 
Transaction 

or  
apportioning amounts 
in the fourth quarter of 
the fiscal year for this 

 
The amount to be apportioned in the fourth quarter f
current transaction.   

 the 
 
Required, if

transaction. 
 
Category B 
Apportionment 

ate 

ioned Categ System Generated 

 Prior Total to D

 
The total of all previously recorded apport
B amounts.   

ory 
 

 
Use this procedure to enter
 

 
Step 

 

 Category A apportionments. 

Action 
 

1 Navi
 

gate to Apportionment Transaction Screen (FM062). 
  

2 Enter the Bureau C
13 – BIS 
14 – NOAA 

ode 

Or double click and select from List of Values.  Scroll  or Arrow 
ight and click OK.  Navigate {Enter or Tab} to Fu

Dow 9to appropriate Bureau and 
. Highl nd C

n 
Fund Codes ode 

 
3 

 
Select Fund Code  the Fund, Fund Title, FY and Availability Dates Pop-up Screen.  A 

lect th
 Fiscal Year from

user must se e fund code from the Pop-up screen.  Scroll  o
ear. Highlight and click OK.  Enter or Tab to ne

r Arro priate 
Fiscal Y xt fiel

w Down 9 to appro
d. Fund Code 

 
4 Enter either 

 
D or R ble typ in the D/R flag to indicate Direct or Reimbursa e of fund. 

  
5 Navigate {Click, E ategory A Apportionment Trans Codnter or Tab} to C e field. 

 
6 

 
Enter the Transaction Code or double click to select from the List of Values. 

 
7 

 
Enter quarterly am cond, Third and Fourth Quarters, if ap licable, in This Transaction 
field. 

ounts for First, Se p

 
8 

 

Click Save  to commit the transaction. 
9 
 Navigate to Approval field.  Enter Y to approve and click Save  to commit the transaction. 

10 Click Exit    to return to the Navigator menu. 
 



Budget Execution  Screen Reference Guide 
 

  
  November 2002                    1-43 

9.3.3.2     Category B Apportionments
 
Category B Apportionments are recorded on page 2 of the Apportionment Transaction Screen.  Category 
B represents a distribution of amounts available for obligation for specific tim s, 
p ect class, us the
 
Category B Apportionments are displayed in the detail block, and summarized apportionment entries 
established to date by bureau, fund, fiscal y
view only block, CAMS a stab
 
The following is an illustration of page 2 of the Apportionment Transaction Screen: 
 

 
 

e periods, program
rojects or obj er-defined field (UDF), or any combination of se elements.   

ear, and any combination.  Although the detail portion is a 
llows the user to query for specific authority e lished. 

 
 
 
The Apportionment Transaction Screen, page 2, (FM062) contains the following fields: 
 

 
Field 

 
Description 

 
Attributes 

 
Control Block 

 
 

 
 

 
Item 

difying an existing item, the user 
may enter the item number and the system will 
retrieve the LOV from which the user may select the 
applicable item. 

 
The unique number for this Category B 

 
System Generated 

apportionment.   
NOTE: When mo

LOV 
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D
 

either direct or reimbursable.   This field is 
defaulted based on the selected transaction code. 

 
 

 
/R Flag which indicates if budgetary resources are System Generated 

 
Effectiv hen the 

apportionment is available for use.   
Required e Dates 

 
The beginning and ending dates of w

 

 
mount ent amount being 

the system based on the quantity multiplied by the 

 
Required A  

 
The Category B apportionm
recorded for this item.  The value is calculated by  

unit price.   
 
T  C uniquely identifies 

acting budgetary 
account numbers for the recording of Category B 
apportionments for the current transaction. 

System Generated 
 

rans ode A valid transaction code which 
the set of debits and credits imp

  

 
Project Code 

 
The code that uniquely identifies a project within a 

 
Required

bureau, as it pertains to this Category B 
apportionment.  0000000 is a valid entry. 

 
LOV 

 
P ram

tivity, Budget Line Item and Bureau Unique 
 It is a unique code that identifies a program 

gory B apportionment.  00-00-00-000 is a valid 

 
Required 
LOV 

rog  Code 
 
The hierarchical structure consisting of Activity, 
Sub-ac
Code. 
within a bureau and fund as it pertains to this 
Cate
entry. 

 
Object Cl red ass 

 
The hierarchical structures consisting of Object, 

 
Requi

Subobject, sub-subobject and function codes that 
uniquely identify an object class as it pertains to 
this Category B apportionment.  
00-00-00-00 is a valid entry. 

LOV Available 

 
U  Defser ined Field 

 
The user defined code used consistently within a 

 
Required 

bureau as it pertains to this Category B 
apportionment.  

LOV 

 
Prior Tot Sal to Date The total of all previously recorded apportioned 

Category B amounts. 
ystem Generated 

  

 
Prior Tot  for this Category B System Generated 

 
al Allotted 

 
The total of funds allotted

 

apportionment. 
 
Detail Block The bottom portion of the screen is a list of the individual Category B transactions 

that equal the Prior Total t

 

o Date.  It lists all of the approved items for Category B 
apportionments. 

 
Item y

change 

  
Item number associated with the Control block.  S stem Generated for first 

item; pick from LOV for 

 
Project Code The code that uniquely identifies a project.  

 
System Generated for first 
item; pick from LOV for 
change 
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uely identifies a program. 

 
System Generated for first 
item; pick from LOV for 

 
Program Code The code that uniq

change 
 
Object Class 

 
The code that uniquely identifies an object class.  

 
System Generated for first 
item; pick from LOV for 
change 

 
UDF 

 
The code that uniquely identifies a User Defined 

 
System Generated for first 
item; pick from LOV for 
change 

Field.  00000 is acceptable  

 
Effective  he two fields are the b  ending 

vailability dates.  

 
System
item; p k fro
chang

Dates
 
T eginning and
a

 Generated for first 
ic m LOV for 

e 
 
Apportioned em rated for first 

item; pick from LOV for 
chang

 
The Category B amount apportioned.  

 
Syst  Gene

e 
 
Use this procedure to enter new Category
 

 
p 

 
Action 

 B apportionments. 

Ste
  

1 Select the Apportionment Transaction Screen (FM062) menu option. 
 

2 Ente
 

r the Bureau C
13 – BIS 
14 – NOAA 

Or double click and select from List of Values.  Scroll 

ode 

 or Arrow Down 9to appropriate Bureau and 
Fund Codes. Highlight and click OK.  Navigate {Enter or Tab} to Fund Code. 

 
3 

 
Select Fund Code Fiscal Year from the Fund, Fund Title, FY and Availability Dates Pop-up Screen.  A 
user must select the fund code from the Pop-up screen.  Scroll  or Arrow Down 9to appropriate Fund 
Code Fiscal Year.  Highlight and click OK.  Navigate to the next field. 

 
4 

 
Enter either D or R in the D/R Flag field to indicate whether the fund is Direct or Reimbursable. 

 
5 

 
<Control> Page Down to navigate to screen 2 Category B Apportionment Transaction Screen. 

6 Click in Category field.  Enter category or double click and select from the List of Values. 
 

7 
 
Navigate {Click, Enter or Tab} to the Beginning Effective Dates.  Enter the begin date.   
Navigate to the Ending Effective Date field.  Enter the ending effective date.   

 
7 

 
Navigate to the Transaction Amount field.  Enter an amount. 

 
8 

 
Navigate to the Transaction Code field.  Ender code or double click to select from the List of Values 

 
9 

 
Navigate to the Project Code field.  Enter a valid project or double click to select from the List of 
Values.  0000000 is a valid entry.   
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 Pr ick to se

Values. 

 
 

10 Navigate to the ogram Code field.  Enter a valid program or double cl lect from List of 

 
11 Nav

 
igate to the Ob f ap n 

is unknown, doubl
ject Class and UDF fields.  Enter Object Class and UDF, i
e click to select from List of Values. 

plicable.  If informatio

12 Click Save    to commit the 2nd page. 
 

13 
 
To return to the Ap  Uportionment Transaction Screen, press <Control> Page p 

 
14 

 

avigate to the ApN proval field.  Enter Y and click Save    to commit the transaction 

15 Click Exit    to return to the Navigator menu. 
 
 
Use this procedure to add .
 
 

Step 
 

Category B apportionments to an existing Item Number

Action 

 

  
 the Appor1 Select tionment Transaction Screen (FM062) menu option. 

 
2 

 
Enter the Bureau Code 

13 – BIS 
14 – NO

ble click an

AA 

Or dou d select from List of Values.  Scroll  or Arrow Down
light and click OK.  Navi

 9to appropriate Bureau and 
odes. High gate {Enter or Tab} to Fund Code. Fund C

  
 Fund Code y .  A 
ust select th reen.  Scroll

3 Select  Fiscal Year from the Fund, Fund Title, FY and Availabilit
 fund code from the Pop-up sc

Dates Pop-up Screen
user m e   or Arrow Down 9 to appropriate Fund 

Highlight aCode. nd click OK.  Navigate to the next field. 
 

ther D or he fund is Direct 4 Enter ei
 

R in the D/R Flag field to indicate whether t or Reimbursable. 
 

trol> Page ent Tr5 <Con
 

Down to navigate to screen 2 Category B Apportionm ansaction Screen. 
6 Click in Category  List of Values.  field.  Enter category or double click and select from the

7 
Click in Item Num er Item Number or double click, Scroll ber field.  Ent  or Arrow Down 9 to 

 N ndi  Date fields 
ill be populated

appropriate Item
w

umber.  Click OK.  The Beginning Effective Date and E
 from the List of Values. 

ng Effective

  
Navigate to the T8 ransaction Amount field.  Enter an amount. 

9 Click Save    to commit the 2nd page. 
 

10 
 
To return to the Apportionment Transaction Screen, press <Control> Page Up 

11 Navigate {Enter or Tab} to the Approval field.  Enter Y and click Save    to commit the 
. transaction

12 Click Exit    to return to the Navigator menu. 
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9.3.4 Allotment Transaction (FM063)
 
This screen represents the fourth level of funds contro ents are authorizations made 
a lable for a Line Office e s an 
illustration of the Allotmen
  

 

l within CFS.  Allotm
vai , Program Office or Staff Office to obligate funds.  Th

t Transaction Screen (FM063): 
following i

 
 
T llo ds: 
 

 

he A tment Transaction Screen (FM063) contains the following fiel

Field Description
 

 Attribute
 

s 
 
Bureau 

ep n V 
Code 

 
The code that uniquely identifies a bureau within the 
D artme t of Commerce. Valid values are established on 
the GL004 Bureau Code Maintenance Screen.   

 
Required 
LO

 
B au au code. 

 
System Generated 
 

ure Name 
 
The name assigned to the bure

 
Fund Code The code establishing fund/appropriation. Required 

om OV 

  

pick fr  L
 

und Ti  The name assigned to the fund code. 
 
System Generated F tle

 

  
 
Fiscal Y

 
ear 

 
The fiscal year for the transaction.   

 
Required 
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opr

  
Appr iation Symbol The appropriation symbol for the fund code.  This is 

derived from the GL013 screen. 
System Generated 
 

 

 
Advice  N

 
ement reflects the 
stem assigned 

ch allotment 
tments. 

 
System Generated for 
new program 
Pick from LOV for 
changes 

o Consists of three elements.  The first el
fiscal year.  The second element is a sy
sequential number that is incremental for ea
transaction.  The third element reflects adjus

 
D/R 

 
Flag which indicates if the budgetary resources are either 

 
System Generated 

direct or reimbursable.   
 
Category

 
 The field indicating if category A or B apportionment is to 

be allotted for this transaction.  
Required 

 

 
Item 

 
Required 

 
The Category B apportionment Item number. 

 
Program

 

udget Line Item, and Bureau Unique Code.  It is 
a unique code that identifies a program within a bureau 

 

LOV available 
  The hierarchical structure consisting of Activity, Sub-

activity, B
Required 

and fund as it pertains to this Category B apportionment.   
00-00-00-000 is a valid entry. 

Program  for this 
transaction.   

System Generated  Title A derived field displaying the title of the program

 
Notes Optional 

  
User defined field describing the justification for the 
current allotment advice. 

 
Total Available 

 
The balance of funds that have been apportioned that is 

 
System Generated 

Apportionment  available for allotment.  
  
Quarter: 
  1st, 2nd 3rd, 4th  

The quarterly balance of funds that have been apportioned 
that is available for allotment. 

System Generated 
 

 
Trans Amount 

 
The amount of allotment for this program. 

 
Required 

 
Transaction No. 

 
A unique number generated by the system. 

 
System Generated 

 
Transfer BOP 

 
The Transaction No. from the BOP which created this 
Allotment Advice as a result of the Automatic Transfer 
functionality. 

 
System Generated 

 
Approval 

 
The flag indicating whether the document has passed all 
system edits.  This is a required field. 

 
Required 

 
By 

 
This is the database username assigned by the system. 

 
System Generated 

 
Date 

 
The effective date that this transaction is saved or 
approved.   

 
System Generated 

 
Effective 

 
The beginning date the allotment is available. 

 
Required 

 
Organization Code 

 
A valid organization code to which the allotment is made 
available.  This is a required field.  00-00-0000-00-00-00-
00 is a valid entry. 

 
Required 

 
Project Code 

 
A valid project code to which the allotment is made 
available.  0000000-000 is a valid entry. 

 
Required 
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available. 00-00-00-00 is a valid entry. 
equired Object Class A valid object class to which the allotment is made R

 
UDF 

 
A User Defined Field which the allotment is made 
available.  000000 is a valid entry. 

 
Required 

 
D 

 
This field indicates the distribution method for allotment.  
An A is for distribution by amount.  A P is for distribution 
by percentage. 

 
Required 

 
Percent 

 
The percentage of the allotment amount to be applied for 
this ACCS.  This field is required, if distribution method is 
P. 

 
Required if P 

 
Amount 

 
The dollar amount of the allotment for this ACCS.  This 
field is required, if distribution method is A. 

 
Required if A 

 
Use this procedure to enter allotments on FM063: 
 

 
Step 

 
Action 

 
1 

 
Select the Allotment Transaction Screen (FM063) menu option. 

 
2 

 
Enter the Bureau Code  

13 - BIS 
14 – NOAA 

Or double click and select from List of Values.  Scroll  or Arrow Down 9to appropriate Bureau and 
Fund Codes. Highlight and click OK.  Navigate {Enter or Tab} to Fund Code. 

 
3 

 
Select Fund Code Fiscal Year from the Fund, Fund Title, FY and Availability Dates Pop-up Screen.  A 
user must select the fund code from the Pop-up screen.  Scroll  or Arrow Down 9 to appropriate 
Fund Code. Highlight and click OK.  Enter or Tab to D/R field. 

 
4 Enter 

 
either D or R e of fu  to the next 

field. 
 in the D/R flag to indicate Direct or Reimbursable typ nd. Navigate

 
5 Enter t

 
he Apportio t field.   

or  
uble click to sel  the 

Selecting from the ment/Allotment Lookup (FM086) 

nment Category and navigate to the nex

Do ect from the Category and Item Number pop-up screen in
op-up will automatically open the Apportion

Category field. 
 p

screen.  Click Exit   or    to return to the Allotment Transaction screen. 
 

6 
 
Enter the Item No.

Double click to sel  screen. Selecting from the pop-up will 

matically open lic

 and navigate to the next field 
or  

ect from the Item Number pop-up

auto  the Apportionment/Allotment Lookup (FM086) screen.  C k exit  
to return to the Allotment Transaction screen. 

 
7 

 
The Program Cod er.  If the default program code 
is at higher level, enter Program Code or double click and select from the Program Activity, Sub-

ctivity, Budget L

e will default to Program associated to the Item Numb

A ine Item, Bureau Unique pop-up screen.  Scroll  or Arro
hlight and click OK. 

w ppropriate 
program code.  Hig

Down 9to a

 
8 

 
Navigate to the Notes field.  Double click to open the field.  Enter descriptive reason for allotment. 
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9 

 
Navigate to the Trans: Amount field and enter the amount. 

 
10 

 
Navigate to the det  th
to the next field. 

ail block to the Effective Date field and enter begin date for e allotment.  Navigate 

 
11 

 
Enter the Organization code.  Navigate to the next field. 

 
12 

 
Enter the Project C to the next field. ode if relevant.  Navigate 

 
13 

 
Enter the Object Class if relevant.  Navigate to the next field. 

 
14 

 
Enter the UDF (User Defined Field) if relevant.  Navigate to the next field. 

 
15 

 
Enter A or P or sel m double click to select from the List of Values. ect the Distribution Method fro

 
16 Ente

 
r the Percentage if Percent method of distribution was selected. 

OR 
Enter the A
will calcula

mount ethod. Otherwise, the percent 
te the a

of allotment if Amount was selected in the distribution m
llotment. 

 
17 

 
Continue to enter allotments in the succeeding rows for additional allotments. 

 
18 

 
When allotments a  field.   re complete, click into the Approval

 
19 

 

Enter Y to approve the transaction and click Save   to commit the transaction. 

20 Click Exit    to return to the Navigator menu. 
 
 
9 Sub-Allotment Transaction Screen (FM064) 
 
T reen represents the  Line Off eived an 
allotment, they may delegate authority ent 
process.  The sub-allotmen ig
 

.3.5 

his sc fifth level of funds control within CFS.  Once a
 to a lower level within the organization using the sub-allotm

ice has rec

ts make available for a lower level organization to obl ate funds. 
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he following is an illustration of the Sub-Allotment Transaction Screen (FM064): 
 
T

 
 
The Sub-
 

 

allotment Transaction Screen (FM064) contains the following fields: 

Field 
 

Description 
 

Attributes 
 

ureau thin the Required B Code 
 
The code that uniquely identifies a bureau wi

 

Department of Commerce. 
 

ureau erated B Name 
 
The name assigned to the bureau code. 

 
System Gen

 
Fund Co

opriation. 
equired 

LOV available 
de 

 
The code identifying the established fund/appropriation 

 
R

code established for the fund/appr
 
Fund Ti

 
System Generated tle The name assigned to the fund code. 

 

 
Fiscal Y

 
Required ear The 2-digit fiscal year for the transaction.   

 

 
Appropr This is 

 
System Generated iation Symbol The appropriation symbol for the fund code.  

derived from the GL013 screen. 

 

 
Advice  N

ystem assigned 
ent 

 
System Generated for 
new program 
Pick from LOV for 

o 
 
Consists of three elements.  The first element reflects the 
fiscal year.  The second element is a s
sequential number that is incremental for each allotm
transaction.  The third element reflects adjustments. changes 

 
D/R Flag Flag which indicates if the budgetary resources are either 

direct or reimbursable.   
Required 
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C ory
 

be allotted for this transaction.  

 
 

 
ateg  The field indicating if category A or B apportionment is to Required 

 
It The Category B apportionment Item number.   

 
Required em 

 

Notes User defined field describing the justification for the Optional 
current allotment advice. 

 
Program Code 

 
The hierarchical structure consisting of Activity, Sub-

ogram within a bureau 
and fund as it pertains to this Category B apportionment.  

 
Required 
LOV activity, Budget Line Item, and Bureau Unique Code.  It is 

a unique code that identifies a pr

00-00-00-000 is a valid entry. 
 
Description 

 
A derived field displaying the description of the program 

 
System Generated 

for this transaction.   
 
Organization Code 

 
A valid organization code from which the allotment is 
made available.  00-00-0000-00-00-00-00 is a valid entry. 

 
Required 

Title itle of the Organization. ystem Generated T S
 
Project Code 

 
A valid project code from which the allotment is made 
available.  0000000-000 is a valid entry. 

 
Required 

Title ed Title of the Project Code. System Generat
 
Object Class 

 
A valid object class from which the allo
available.   00-00-00-00 is a valid entry.

tment is made 
 

 
Required 

Title Title of the Object Class System Generated 
 
UDF 

 
A User Defined Field which the allotment is made 
available.  00000 is a valid entry. 

 
Required 

 
Allotment Balance 
Available 

 
The total allotment balance available for allotment for this 
transaction.  

 
System Generated 

 
Trans Amount 

 
The amount of allotment for this program.   

 
Required 

 
Transaction No 

 
A unique number generated by the system. 

 
System Generated 

 
Approval 

 
The flag indicating whether the document has passed all 
system edits.  

 
Required 

 
By 

 
This is the database username assigned by the system. 

 
System Generated 

 
Date 

 
The effective date that this transaction is saved or 
approved.   

 
System Generated 

 
Effective 

 
The beginning date the allotment is available. 

 
Required 

 
Organization Code 

 
A valid organization code to which the allotment is made 
available.  00-00-0000-00-00-00-00 is a valid entry. 

 
Required 

 
Project Code 

 
A valid project code to which the allotment is made 
available.  0000000-000 is a valid entry. 

 
Required 
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available.  00-00-00-00 is a valid entry. 

 
 
Object Class

 
A valid object class to which the allotment is made 

 
Required 

 
User Defined Field ent is made 

vailable.  00000 is a valid entry. 

 
A User Defined Field which the allotm
a

 
Required 

 
D his field indicates the distribution method for allotment.  

ution 
equired 

 
T
An A is for distribution by amount.  A P is for distrib
by percentage. 

 
R

 
Percent 

 
The percentage of the allotment to be applied amount for 
this ACCS. 

 
Required if P 

 
Amount 

 
Required if A 

 
The dollar amount of the allotment for this ACCS.  

 
Total 

 
The total of all sub-allotments for this transaction. erated 

 
System Gen

 
U e to enter
 

se this procedur  sub-allotments on FM064: 

 
Step 

 
Action 

 
1 

 
Select the Sub-Allotment Transaction Screen (FM064) menu option. 

 
2 

 
Enter the Bureau C

13 – BIS 
14 – NOA

Or double click an

ode  

A 

d select from List of Values.  Scroll  or Arrow D
vigate {Enter or Tab} to Fund Code. 

own 9to appropriate Bureau and 
Fund Codes. Highlight and click OK.  Na

 
3 S

 
elect Fund Cod F vailability Da screen.  

Scroll 
iscal Year from the Fund, Fund Title, FY and A tes pop-up 

 or Arrow Down 9to appropriate Fund Code. Highlight and click OK.  A user must select the 
fund code from the Pop-up screen.  Enter or Tab to next field. 

 
4 

 
Select the allotmen  and Availability Dates
displays what is available to draw down from for sub-allotment.  Enter or Tab to next field. 

t pool from the Fund, Fund Title, FY  pop-up screen which 

  
5 Enter the Transact  Navigate {Click, Enter or Tab} to the next field. ion Amount. 

 
6 E

 
nter the Effective Date.  Navigate to the next field. 

 
7 Enter the Organ

 
ization if applicable.  Navigate to the next field. 

 
8 

 
Enter the Project Code if applicable.  Navigate to the next field. 

 
9 

 
Enter the Object Class if applicable.  Navigate to the next field. 

 
10 

 
Enter the User Defined Field code if applicable.  Navigate to the next field. 

 
11 

 
Select Distribution Method.  Navigate to the next field. 

 
12 

 
Enter the percentage of distribution if percent distribution was selected.  Navigate to the next field. 
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13 nter the dollar amount of distribution if Amount was selected.  Navigate to the next field. 

 
  

E

 
14 

 

Navigate to Approval field.  Enter Y to approve the transaction and click Save    to commit the 
ansaction tr

15 Click Exit    to return to the Navigator menu. 
 
 
9.3.6 Internal Fund Ceiling Transaction (FM065) 
 
This scre as 
any inter d Ceiling Transaction 
S r n (F
 

en establishes the estimate of the Internal fund costs for providing overhead services, as well 
ally managed projects.  The following is an example of the Internal Funn

c ee M065): 

 
 
The Internal Fund Ceiling Transaction Screen (FM065) contains the following fields: 
 

 
Field Description

 
 

 
Attributes 

  
 that uniquely identifies a bureau within the 
ent of Commerce. Valid values are established on 

ance Screen.   

 
Required 
LOV available 

Bureau Code The code
Departm
the GL004 Bureau Code Mainten

  
Bu u

 
System Generated rea  Name The name assigned to the bureau code. 
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priation. 
 
Required 

 
 
Fund Code 

 
The code established for the fund/appro

LOV available 
 
Fund Title 

 
The name assigned to the fund code. 

 
System Generated 

 
Fiscal Year 

 
The 2-digit fiscal year for the transaction. 

 
Required 

 
Appropr

  
iation Symbol The appropriation symbol for the fund code.  This is System Generated 

derived from the GL013 screen. 
 
Advice  No 

 
Consists of three elements.  The first element reflects the 
fiscal year.  The se

 
System Generated 

cond element is a system assigned 
sequential number that is incremental for each allotment 
transaction.  The third element reflects adjustments. 

 
Trans Amount 

 
The amount of allotment for this program.  

 
Required 
 

 
Transaction No 

 
A unique number generated by the system. 

 
System Generated 

  
d values established on the GL011 can only be used in 

 
Required if applicable Surcharge Code Vali

this field.  It allows the user to set individual ceiling 
amounts relating to a project funded from a surcharge. 

 
Approval 

 
The flag indicating whether the document has passed all 
system edits. 

 
Required 
 

   
By This is the database username assigned by the system. System Generated 
 
Date 

 
The effective date that this transaction is saved or 
approved.   

 
System Generated 

 
Effective 

 
The beginning date the allotment is available.  

 
Required 
 

 
D 

 
This field indicates the distribution method for allotment.  
A is for amount; P is for percentage. 

 
Required 
 

 
Percent 

 
The percentage of the allotment amount to be applied for 
this ACCS.  

 
Required if P 

 
Amount 

 
The dollar amount of this allotment for this ACCS.  

 
Required if A 

 
Account Classification 

 
Allows the user to set individual ceiling amounts relating 
to a fund, project and task code, program code, 
organization code, object class and a user-defined code. 

 
Required 
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Step Action 

Use this procedure to establish the Internal Fund ceiling on FM065: 
 

  

 
1 

 
Select the Internal Fund Ceiling Transaction Screen (FM065) menu option. 

 
2 

 
Enter the Bureau Code  

13 - BIS 
14 – NOAA 

Navigate {Enter or Tab} to Fund Code field. 
OR 

Double click and select from List of Values.  Scroll  or Arrow Down 9 to appropriate Bureau and 
Fund Codes. Highlight and click OK.  Navigate to Transaction Amount field. 

 
3 

 
Select Fund Cod Fiscal Year from the Fund, Fund Title, FY and Availability Dates Pop-up Screen.  
Scroll  or Arrow Down 9 to appropriate Fund Code. Highlight and click OK.  A user must select the 
fund code from the Pop-up screen.  Navigate {Click Enter or Tab} to the next field. 

 
4 

 
Enter the Transaction Amount.  Navigate to the next field. 

 
5 

 
Enter the Transaction Amount.  Navigate to the next field. 

 
6 

 
Enter the Surcharge Code, if applicable.  Press Enter. 

OR 
Double click for List of Values to select surcharge code from the Surcharge Code and Description pop-
up screen.  Arrow Down 9 or click to appropriate surcharge code.  Click OK. 

 
7 

 
System will display message ATransaction complete B 1 record posted and committed.@  Press Enter to 
acknowledge message.   

 
8 

 
Enter the Beginning Effective Date (DD-MON-YYYY) for the allocation or double click to select date 
from the List of Values.  Navigate to next field. 

 
9

 
 to ac ess Distribution Flag.  C P for Percent or A for Amount fro f 

values.   
 Double click c lick either m the list o

  
10 If P is selected, en  ater the percentage, or if A is selected, enter the amount of the llocation. 

 
11 

 
Navigate to the A  Project Task, Fund Code, 
Program, Organization, and Object Class.  Each field can be entered or selected from List of Values.   

ccount Classification field.  A pop-up will display to enter

  
12 Repeat steps 8 B 1 . 1 until full transaction amount has been allocated

 
13 Navigate to Appr  oval field.  Enter Y to approve the transaction and click Save    to commit the 

transaction 

14 Click Exit    to return to the Navigator menu. 
 
 
9 dget Operatin
 
T  screens app

• FM066  Budget Operating Planning Transaction Screen 
B

 

.4 Bu g Plans 

he following ly to Budget Operating Plans: 

• FM006  udget Operating Plan Template 
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9.4.1 Budget Operating Planning Transaction (FM066) 
 
Budget Operating Plans are used to establish operating plans against which actual commitments and 
obligations can be controlled and/or reported.  The Budget Operating Plan Transaction Screen provides 
the capability to record an effective 
d resents the date th mes available to spend or track 
against. 
 
O can be ch pprov
subsequent change.  After the initial plans are created for a fiscal year, revisions to  be made 
using the incremental adjustment process.  
 
The Budget Operating Plan Transaction Screen (FM066) includes four tabs: Budge udget 
D mary by Deta  sub-se
e  each tab from et p  
CFS.   
 
 
9.4.1.1 Budget Control 
 
T trol tab o int
code, fiscal year, plan num
f cree e the ju or the BOP, 
a button to generate the B ro
 
The Budget Control tab data carries over to all the tabs on the BOP screen.  The user establishes quarterly 
o ntrols to restr rcharg e applied.  
The transaction amount o nt on il 
screen prior to approving tains the Plan and Transaction
identifying and retrieving the plan at a later tim
 

date for each amount by month, quarter, or fiscal y
rough fiscal year end when the plan amount beco

ear.  This effective 
ate rep

perating plans anged, as needed, tracking each plan as originally a ed along with each 
 a BOP must

t Control, B
etail, Sum

xamples of
il, and Summary by Object Class.  The following
 this screen, which represent the lowest level of budg

ctions include 
helanning within t

Tab 

he Budget Con f the Budget Operating Plan screen establishes and ma
ber, accounting classification code, and annual or quarterly

ains the bureau, fund 
 amounts are stored 

or each BOP.  This s n also provides users with a Notes field to indicat
OP report, and a pop-up window to view the document 

stification f
uting chain.   

r annual co ict how much can be planned in the detail and if su
n this screen must match the total transaction amou
the BOP

es are to b
the Budget Deta
 numbers to assist in .  This tab also con

e. 
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he following is an example of the Budget Control tab on the Budget Operating Plan Transaction Screen 
(FM066): 
 

T

 
 
T ollowing fields appl et Opera on 
screen: 
 

Field Description

he f y to the Budget Control tab on the FM066 Budg ting Plan Transacti

  
Definition 

 
 Attributes 

 
Bureau Code 

 
This field uniquely identifies a bureau within the 
Department of Commerce as defined on the GL013 screen.  

 
Required 
LOV Available 

 
Name 

 
This field displays the name assigned to the Bureau Code 

 
System Generated 

 
Trans No. 

 
System Generated. 

 
This field displays the transaction number automatically 
generated when the user saves BOP information 

 
und Code his field displays the fund code as defined on the GL013 

 
equired. F

 
T
screen.  

R
LOV Available. 

 
Title This field displays the system generated name assigned to 

nd Code 

 
Automatically 
populates when a Fund 
Code is selected 

 

the Fu

   
Internal A T indicates the fund is an internal fund. System Generated 
 
Fiscal Year 

 
This field displays the two digit fiscal year for the 

 
Required. 

transaction LOV Available. 
 
Appropriation Symbol 

 
This field displays the appropriation symbol for the fund 
code as derived from the GL013 screen 

 
System Generated 
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Field Description 

 
Definition 

 
Attributes 

 
Report 

 
Click to review or print the BOP report for the current 

 

transaction. 
Optional 

 
Notes 

 
User defined field describing the justification for the 
current BOP 

 
Optional 

 
Plan:  Change 

 
A T indicates this transaction is a change to an existing 

 
Required if changing a 
current plan plan.  

 
Plan:  Code 

 
his field displays a valid change code that identifies e 

 
Required 
cu

T  th
type of change incurred by the Transaction. 

if changing a 
rrent plan 

 
Plan:  No 

 
This field displays the unique system generated B
number.  The second field is a sequential ch
preceded by

OP 
ange number 

stem Generated 
LOV for change 

 the original BOP number. 

 
Sy

 
Populate Detail ays a T if the BOP brings forward detail 

 
Required 

 
This field displ
from a previous plan on a change BOP. 

 
Template Code use

ANone= is a valid entry. 

 
This field displays the code for the template to be 
creating the detail for the BOP. 

d for 
 
Required 

 
Corresponding Orgs ill be 

izatio  that 

 
quired 

Zero in all fields will 
default if field is not 
applicable 

 
This field displays the organization code that w
receiving funds in a TRNSFR order or the organ
made the transfer if receiving funds from another 
organization. 

n
Re

 
D/R Flag 

 
This field displays the code for the type of BOP
issued:  D = Direct 

 being

R = Reimbursable 
LOV Available. 

 
 
Required 

 
Category g

  
This field displays the category A or B funding bein
for the BOP.  

 used Required 

 
em No 

 
his field displays the Category B apportionment Item

 
Required It T  

number 
 

eimbursable 
ement No 

his field becomes active when the D/R flag is set to  and 
reement 

emporary Work Authority (TWA) that is 

up t

 
Optional R

Agre

 
T R
allows the user to enter the Reimbursable Ag
number or T
associated with the BOP. 
Note: This is an alphanumeric field and can hold 
characters. 

o 30 

 
ACCS 

 
This field displays the individual elements making up the 
account classification code structure that is used 
the general ledge

to re
r impact for this transaction.  It consists of 

ser Defi

 
 

cord 
Required

the Project, Task, Project Organization and U
fields. 

ned 
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Surcharge Codes 

 
 will 

urcharges on the BOP.  A Tindicates that the 
tes selected will automatically be computed when the 

ppropriate object class is entered.  If blank, the user can 
ropr

 
User Generated This field displays a flag indicating if the system

generate s
ra
a
manually enter the surcharge amounts for the app
object classes. 

iate 

 
Surcharge Code 

 
This field displays the list of surcharge cod
applied to the appropriate object class entered o
Budget Detail Tab screen 

es that wil
n the 

 
ptional l be O

 
Unit 
 

 used equired 
LOV Available 

 
This field displays the unit used to record values
statistical purposes to be applied for this BOP. 

 for 
 
R

 
uantity his field displays the number of units to be applied for this 

 
Required Q

 
T
BOP. 

 
Distribution 

 
This field displays the type of distribution that the system 
automatically performs if applicable. 

 
Required  
LOV Available 

 
Trans Amount P b

< 1  Qtr 
< 2nd Qtr 
< 3rd Qtr 
< 4th Qtr 

  
This field displays the Dollar Amounts for the BO
< Total 

st

y: Required 

 
Requestor Approval 

 
A Tindicates that the BOP has been approved by the 
requestor 

 
User Generated 

 
By 

 
This field displays the user name of the person who 
requested the BOP. 

 
System Generated. 

 
Date 

 
This field displays the system date the Budget Operating 
plan record was approved by the requestor 

 
System Generated. 

 
Document Approval 
 

 
A Tindicates that the BOP has been approved by the 
approving official 

 
User Generated 

 
Approval Routing 

 
When the Document Approval flag has been  Tthis field 
becomes active and  allows the user to view the 
administrative approval routing established automatically in 
the system based upon the ACCS, amounts and dates 
specified for this document. 

 
System Generated 

 
Apply Surcharge 

 
This button populates the Surcharge Table with the 
applicable surcharge codes based upon the ACCS. 

 
User Generated 

 
9.4.1.2     Budget Detail Tab 
 
The Budget Detail screen is used to enter the object class details for the ACCS identified on the Budget 
Control screen.   
 
The Budget Detail is the screen which establishes the effective dates, object classes, units, quantities and 
amounts to be planned.  It includes the budget month, surcharge codes applied and the corresponding 
surcharge rates.  In addition, it displays totals for the lines entered on the BOP and identifies the allotment 
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ools being selected by the system.  The screen also includes two buttons which allow users to apply and 
delete surcharge codes prior to approving the , 
t  o mo
 
The following is an illustr Operating Plan Transaction Screen 
(FM066):   
 

p
BOP.  If quarterly totals were entered on 

n Budget Detail must equal Budget Control a

ation of the Budget Detail tab on the Budget 

Budget Control
unts. hen the quarterly totals

 
 

 
The following fields apply to the Budget Detail Tab on the FM066 screen: 
 

 
Field 

 
Description 

 
Attributes 

 
Effective Date 

 
This field displays the beginning date the object 
class plan is available for commitment and 
obligation. 
Note: The data entered must be in DD-MMM-
YYYY format. 

 
Required 

 
Budget Month 

 
This field displays the alpha character from the 
beginning of the fiscal year for the budget month 
(i.e. October = 1, January = 4, etc.) 

 
Defaults to the month selected 
or the minimum open month 

 
D 

 
This field displays the distribution method by 
which the BOP is entered.  If an A is used, the 
amount field must be entered.  If a P is used, the 
percentage field must be entered. 

 
Required 
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Field 

 
Description 

 
Attributes 

 
Percen

 
This field displays the percentage of the BOP 
amount to be applied for this object class. 

 
Required if dis thod 
is P 

t     tribution me

 
 
Amount 

 
This field displays the dollar amount to be applied 
to this object class. 

Required if distribution method 
is A 
 

 

 
Unit 

 
T
a

efaults his field displays the statistical unit code, if 
pplicable. 

 
D to NONE 

 
Qty 

 
T
a

 
tshis field displays the statistical quantity, if 

pplicable. 
Defaul  to zero >0' 

 
e S Cod

 
This field displays the surcharge code applied to 
this transaction line, if applicable. 
 

 
System Generated 

 
 Rate S

 
This field displays the surcharge rate applied to 
t

 
System Generated 

his transaction.  
 
Obj Class 

 
This field displays the hierarchical structure 
consisting of four levels that uniquely identify the 
c
s
o

Required 
 

ategory of a planned obligation by the items or 
ervices to be purchased within this fund, 
rganization, program and project. 

 

 
Pool 

 
T
a
s
 

red his field displays a pop-up with the available 
llotment pool(s) for the BOP when the field is 
lected. 

 
Requi

e

 
Totals 

 
This field displays the totals for the Percentage, 
D

System-Generated 
ollar Amount and Qty. 

 

 
Apply Surcharge 

 
T
s
w

Optionahis field displays the calculations of the 
 

urcharges/overheads and adds the detail lines 
hen this field is selected 

l 

 
Delete Surcharge 

 
This field displays the deleted surcharge detail 

y the Apply Surcharge functionality, 
if selected 

 
Optional 

lines created b

 
Transaction 
   1st Qtr   2nd Qtr 
   3rd Qtr   4th Qtr 
   Total 

 
These fields display the quarterly amounts brought 
forward from the Budget Control for reference.   

 
System Generated 

 
Cumulative 
   1st Qtr   2nd Qtr 
   3rd Qtr   4th Qtr 
   Total 

 
These fields display the quarterly totals of all the 
detail lines or the total of a query selection 

 
System Generated 
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alance (from the allotment) and the object class 
etail description (f lighted Detail 
ne). 

 
m Generated Block containing pool 

information 
This field displays the project-task, organization, 
UDF, object class, begin date, end date, pool 

Syste

b
d rom the high
li
 

9.4.1.3     Summary by Details Tab 
 
The Summary by Details Tab screen displays summarized data from the Budget Detail screen. 
D ped and sorte s scree n purposes 
only.  Fields on this scree  All fields are populated based on the 
d ta of the fields entered 
 
W ew plan a current 
transaction.  Therefore, when the mary of the current 
transaction.  When changing a plan (Plan No. is X-1, 2, 3 etc.) the screen displays all summarized data for 
all transactions of the current plan.  Therefore, when the Plan button is highlighted, the data is a summary 
o nsactions within 
 
T llowing is an illustr e Bud  Transaction 
Screen (FM066): 
 

ata is grou d by object class.  The Summary by Detail
n are read-only and cannot be modified. 
in the Budget Detail.   

n is for informatio

a

hen creating a n  (Plan No. is X-0), the screen displays all summ
Transaction button is highlighted, the data is a sum

rized data for the 

f all tra the plan. 

he fo ation of the Summary by Details tab for th get Operating Plan
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e following fields apply to the Summary by Detail screen: 
 

Field Name

Th

 
 

 
Definition 

 
Attributes 

 
Bureau Code These fields display data from the Budget Control Screen. 

 
System Generated 

Fund Code  
Fiscal Year 
Plan No. 

 

   
Trans No This field displays the unique number for the current 

transaction (displays only when the transaction radio 
button is highlighted). 

System Generated 

 
O ct C

ffectiv
unt

Unit 
Qty 
S Code 
S Rate 

bje lass 
Date 

 
These fields display the summarized data from the Budget 
Detail tab. 

 
System Generated 

E
A

e 
 mo

 
O ct T
   1st Qtr
   3rd Qtr

bje otals 
   2nd Qtr 

 
These fields display the total for the highlighted row. 

 
System Generated 

   4th Qtr 
 
P  or 

 1  Qtr 
    Qtr
   3  Qtr

 4th Qtr 
   Total 

t 
forward from the Budget Control for reference.  If the Plan 

ounts for the Plan; if the Trans radio button is 
highlighted the fields display the quarterly and total 

 
System Generated lan

st
Trans Total These fields display the quarterly amounts brough

  
2nd

rd
 
 

radio button is highlighted the fields display the quarterly 
and total am

  

 

amounts for the Transaction. 
 
Plan ject class summaries 

for all transactions for the plan are displayed 
System Generated 

 
When this field is highlighted all ob

 

 
ransac n 

 
When this field is highlighted all object class summaries System Generated T tio
  

for the current transaction are displayed 
 

opy to etail When a row is highlighted click on the button to copy the 
 
Optional C D

 

row to the Budget Detail screen 
 
9 .1.4   
 
The Sum  summarized detail amounts by object class for the current 
transaction from Summary by Objects 
d  fo d cannot be modified.  All 
f are
When creating a new plan (Plan No. is X-0), the scr
transaction.  Therefore, when the Transaction button is highlighted, the data is a summary of the current 
tra tio or 
all transactions of the current plan.  Therefore, when the Plan button is highlighted, the data is a summary 
of all transactions within the plan. 
 
T e follo udget Operating Plan Transaction 
S  (F
 

.4  Summary by Objects Tab  

mary by Objects tab displays
 the Budget Detail tab.  Data is grouped and sorted by object class.  

r information purposes only.  Fields on this screen are read-only ana
ie

ta is
lds  populated based on the data entered in the Budget Detail.   

een displays all summarized data for the current 

nsac n.  When changing a plan (Plan No. is X-1, 2, 3 etc.) the screen displays all summarized data f

h
c

wing is an example of the Summary by Objects tab for the B
reen M066): 
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T llo  by Objects Tab on FM066 screen: 
 

he fo wing fields apply to the Summary

 
Field 

 
Description 

 
Attributes 

 
B au 
Fund Code  
Fiscal Year 
Plan No. 

Screen. 

 
System Generated ure Code 

 
These fields display data from the Budget Control 

 
Trans No 

 
This field displays the unique number for the 
current transaction (displays only when the 
transaction radio button is highlighted). 

 
System Generated 

 
Object Class 
   1st Qtr   2nd Qtr 
   3rd Qtr   4th Qtr 
   Total 

 
These fields display summarized data of the object 
class entered on the Budget Detail Screen. 

 
System Generated 

 
Totals 

 
This field displays the quarterly total for the object 
classes 

 
System Generated 

 
Plan 

 
When this field is highlighted all object class 
summaries for all transactions for the plan are 
displayed 

 
System Generated 
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displayed 

 
System Generated 

 
  
Transaction 
 

When this field is highlighted all object class
summaries for the current transaction are 

 
9 .1     Bu
 
T e u r will
 

Step
 

.4 .5 dget Operating Plan Process 

h se  need to perform the following steps to create a Budget Operating Plans: 

 
Action  

 
1 

 
Sele ch in 
an I e; users enter values in the applicable fields. 

ct the FM066 Budget Operating Plan Transaction Screen menu option.  The screen will laun
sert modn

 
2 

 
Doub  or Arrow Down 9 to the desired Bureau le click on the Bureau field and Scroll number, Fund 
Cod  from the List of Values 
(LOV).  Highlight and click OK The Bureau nam bol will default once the 
user he fields manually if he/she wishes. 

e, Fund Title, Fiscal Year (FY) and Available Beginning and End Dates
e and the Appropriation Sym

 makes a selection.  The user may enter t
 

3 
 
Double click on the Template Code.  The Default is None, but a user may use a template to create a BOP 
by s plic . 
Note: Section 6.2 of the documentation includes details for creating BOP templates. 

pecifying the ap able template code in this field

 
4 

 
Double click on the >00'. Corresponding Orgs field.  The Default is 

 
5 

 
Click on the Notes field to enter relevant information such as the justification for the BOP.  The Notes 
field is a free form text field. 

 
6 

 
Double click on the D/R field and select the desired code from the LOV.  The system will automatically 
populate the appropriate category based on the D or R code selected.  A drop down LOV is available for 
the Item No field if Category B funding is applicable. 

 
7 

 
Enter the Reimbursable Agreement No. (or Temporary Work Authority) if the D/R flag was set to R. 

 
8 

 
Enter the Account Classification Code Structure ACCS) string consisting of the Project, Task, Project 
Organization, Object class and User Defined fields. 

 
9 

 
Click in the Surcharge Codes box if automatically computed surcharge rates are to be applied to the 
appropriate object class entered on the Budget Detail tab.  If left unchecked, the user can manually enter 
the surcharge amounts for the appropriate object classes. 

 
10 

 
Double click in the Unit field and select the unit used to record values for statistical purposes from the 
LOV.  The Default is >NONE=. 

 
11 

 
Enter the number of units to be applied to the BOP in the Quantity field. 

 
12 

 
Double click in the Distribution field and select the distribution type from the LOV.  The Default is >Not 
Applicable=. 

 
13 

 
Enter the Dollar Amounts for the BOP in the Trans Amount block by Total and Quarter.  Note: These 
are numeric fields. 

 
14 

 
Click on the Surcharge Code field to enter a list of surcharge codes that will be applied to the 
appropriate object class entered on the Budget Detail Tab screen. 

 
15 

 
Click on the Budget Detail tab to enter the detailed plans for the ACCS identified on the Budget Control 
Tab screen. 
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Double click on the Effective Date field to bring up the calendar.  Scroll through 
 

16 
 

     the months; 
highlight the appropriate date and click OK to populate the Effective Date OR the user can type the 
beginning date of the BOP in the required format of DDMMYYYY. 

 
17 

 
Enter the Budget Month that the BOP will be posted to the General Ledger. 
Note: This is a numerical field whose numbers correspond to the month; i.e. October = 01, January = 
04,..........September = 12. 

 
18 

 
Populate the D (Distribution Method) field with P or A, depending on how the dollars will be allocated.  
P equals percent; A equals amount. 

 
19 

 
Enter the Percent to be allocated for the object class if the distribution is P; enter the Amount to be 
allocated for the object class if the distribution method is A.  The totals will automatically populate 
based on the distribution entries. 

 
20 

 

Click on Save  to commit the transaction. 
 

21 
 
Click on the Budget Detail tab. 

 
22 

 
The Unit , Quantity, and Surcharge Code fields populate from the Budget Control tab. 

 
23 

 
Enter the Object Class for each detail line. 

 
24 

 
The Transaction and Cumulative fields automatically populate based on the detail entries. 

 
25 

 

Click on Save  to save the BOP detail data. 
Note: Although users can query the system for BOP data, users may want to make a note of the 
Transaction number. 

 
26 

 
Click on the Budget Control tab. 

 
27 

 
er clicks on he Approver checkbox ed with the BOP entries. The us  t  when satisfi

 
28 

Click E

 

xit    to return to the Navigator menu. 
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9 ify BOP
 
User the following procedure to change a Budget Operating Plan: 
 

p 
 

Action 

.4.1.5.1     Mod  Process 

 
Ste

 
1 

 
Select the FM066 - Budget Operating Plan Transaction Screen menu option 

 
2 

 
The FM066 s tecreen will launch in an Insert mode; i.e. the user can start en ring data. 

 
3 

 

Press Enter Query {F7} or click   .  Enter the BOP number in the Trans No field. 
ote: Please orm ing to 

queries. 
N  refer to the Access & Navigation section for additional inf ation pertain

 
4 

Press 

 

Execute Query {F8} or click  to retrieve the BOP that needs to be changed. 
 

5 
 
Click on the Change box to indicate a change is about to be recorded. 

 
6 E

 
nter the req red changes to the BOP. ui

 
7 

Click

 

 on Save  to commit the modifications. 
 

8 
 
Click in the R ges have been completed. equestor Approval box when the chan

 
9 

 

Click Exit  to return to the Navigator menu. 
 
 
9.4.2 Budget Operating Plan Template (FM006) 
 
The Budget Operating Pla late (FM066) provides a tool to establish templates that can be used to 
create budget operating plans.  A template can contain as much standard information as possible, thereby 
reducing data entry effort on B
Plan Template has been a  Plan Transaction Screen ( an reference 
the template to assist in cr
 
T ble users to lu s.  The 
object classes are retrieve 066) when users create 
a BOP based on the temp
 

n Temp

udget Operating Plan Transaction Screen.  Once the Budget Operating 
tivated, the Budget Operatingc FM066) c
eating transactions. 

emplates ena  store many of the object classes that are frequently inc
d on the Budget Operating Plan Transaction Screen (FM
late. 

ded in BOP
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The following is f the Budget Operating Template Screen (FM006): 
 

an example o

 
 
The Budget Operating Tem
 

plate Screen (FM006) contains the following fields: 

 
Field 

 
Description 

 
Attributes 

 
C ol ontr Block:  

  
 

 
B u 

 
thin the 

nce Screen. 

 
Required urea Code The code that uniquely identifies a bureau wi

Department of Commerce. Valid values are established on 
the GL004 Bureau Code Maintena

 
B u ed to the bureau code. 

 
System Generated urea Name 

 
The name assign

 
Fund Co

level.  Once a template has been established it can be used 

de 
 
The code established for the fund/appropriation.   
Templates are established at the bureau and fund code 

 
Required 
LOV available 

for multiple fiscal years.  
 
Fund Title The name assigned to the fund code. 

 
System Generated 

 

 
Template Code 

 
The code indicating which template is to be used for 

@ is a valid entry. 
digit name (or 

udget Control 

 
Required 

creating this budget operating plan.  ANone
The Template Code is used to create a 6-
less), which will be displayed on the BOP B
screen.   

   
D This field describes in more detail the intent of the escription 

template. 
Required 
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r this program.  
Note: NOAA/BIS recommend that this field not be used. 

Optional Trans Amount The amount to be planned fo

 
Unit 

 
The unit used to record values used for statistical purposes 
to be applied for this budget operating plan.  

 
Required 

 
Qty 

 
The quantity defines the portion of the unit to be applied for 
this budget operating plan.  

 
Required 

  

re N for None, M for Monthly, and Q for quarterly. 

 
Required Distr The flag indicating the type of distribution that the system 

automatically performs, if applicable.  Acceptable values 
a

 
Active Sta he flag indicating if the code is active and available for 

 is N. 
equired tus 

 
T
use.  Valid values are Y for yes and N for no.  Default

 
R

 
Active Status Date 

e.g. 10-

 
System Generated 

 
The effective date for the active status flag.  This field 

efaults to the system date when the flag is updated.  The d
required format for this field is DDMMMYYYY, 
APR-2001.  

 
Detail Block: 

 
 

 
 

 
Surcharge Code 

to BOP. 

 
Required 

 
A flag indicating if the system will generate surcharges on 
the BOP.  Defaults to N, but must enter Y and select 

ecific surcharges to apply sp
 
Date 

 
The effective date for the budget amount.  

 
Required 

 
Percent r this ACCS. 

 
Required if 
distribution method is 
P. 

 
The percentage of the amount to be applied fo

 
Amount 

 
The dollar amount for the object class to be applied for this 
ACCS. 

 
Required if 
distribution method is 
A. 

 
Unit 

 
The statistical unit if applicable. 

 
Optional 

 
Qty 

 
The statistical quantity if applicable.   

 
Optional 

 
Object Class 

 
The hierarchical structures consisting of Object, Subobject, 
sub-subobject and function code that uniquely identifies an 
object class as it pertains to this budget line.   00-00-00-00 
is a valid entry.  

 
Required 

 
Totals Amount 

 
The total amount of all template lines.   

 
System Generated 

 
Totals QTY 

 
The total statistical unit quantity of all template lines. 

 
System Generated 

 
Use this procedure to enter a Budget Operating Plan template: 
 

 
Step 

 
Action 

 
1 

 
Navigate to FM006 - Budget Operating Plan Template Maintenance Screen 

 
2 

 
Enter the Bureau Code    

13 - BIS 
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14 - NOAA 
 

3 Enter Fund Co
 

de o next f or select from the List of Values.  Press Enter or Tab t ield. 
 

4 
 
Enter a Unique Te
Note: After the Te n entered and the user has moved to the D tail block, the 

de ca

mplate Code.  Press Enter. 
mplate Code has bee e

Template Co nnot be changed.   
 

5 
 
Enter the Description for the template.  Press Enter. 

 
6 Enter the 

 
Transaction Amount, if applicable.  Press Enter. 

  
7 Enter the Statistical Unit, if applicable.  Press Enter. 

 
8 

 
Enter the total Quantity, if applicable.  Press Enter. 

  
9 Enter the Distribution method or double-click in this field to select from List of Values.  Valid values for 

 include ress Entthis field M B Monthly; Q B Quarterly; or N B Not applicable.  P er. 
 

10 
 
< Navigate {Enter or Tab} to Surcharge Code field.  Double-click to display a pop-up screen 

Surch
Select the applicable surcharge codes by scrolling through the list or
for 

< 
arge Codes.  

 clicking in the Find Field 

 hig tto
< Repeat the process until all surcharge codes have been specified. 

n

to query for a specific FMC by entering the FMC and 
< After

% (% is an Oracle wildcard character)  
hlighting the applicable surcharge code, click on the OK bu n 

< Click o  Save  to save the surcharge codes and exit the pop-
s are not to be used on the Template, press Cancel to e

up.  
ote:  If surcharg xit the p-up. N e  po

 
11 

 
Position the cur
E

so e m.  Press 
nter. 

r in the Date field to enter the beginning effective date for th detail line ite

 
12 Enter the Perc

 
ent, if applicable.  Press Enter. 

 
13 

 
Enter the Amount of the detail line item, if applicable.  Press Enter. 

 
14 Enter

 
 the Statistical Unit, if applicable.  Press Enter. 

  
15 Enter the statistical unit Quantity, if applicable.  Press Enter. 

 
16 

 
Enter the Object Class, if applicable.  Press Enter. 

 
17 

 
Click into the Active checkbox.   
 Note: Once a T has been entered to activate a template, the Template Code is available to be selected 

n the Budget Operating Plan Screen (FM066) fo  creating BOPs.  Templates can be deactivated o r use in
to make changes; fields that cannot be changed will be grayed out on an inactive template. 

18 Click Exit    to return to the Navigator menu. 
 
9.5 Cost Accumulation 
 
The following screens apply to the Cost Accumulation process: 
‚ G
‚  Application Program 
‚  Screen 
‚ 
 

L011  Surcharge Code Maintenance Screen 
CM204 Surcharge 

 CM012 Over/Under Distribution Template Maintenance
CM202 Over/Under Distribution Control Screen 
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9.5.1 S
 
The purpose of the surcharge code maintenance screen (GL011) is to define the parameters for the 
application of indirect costs.  The following is an example of the Surcharge Code Maintenance Screen 
(GL011)
 

urcharge Code Maintenance  (GL011) 

: 

 
 
The Surcharge Code Maintenance Screen (GL011) contains the following fields: 
 

 
eldFi  Description

 
 

 
Attributes 

 
Bureau Code 

 

nt of Commerce. Valid values are established on 

 
Required The code that uniquely identifies a bureau within the 

Departme
the GL004 Bureau Code Maintenance Screen.   

 
Surcharge Code Unique surcharge code must first be setup on the Required 

  

Accounting System Code Maintenance Screen (GL021). 
 
Priority 

 The priority must be taken into consideration when piggy-

  
Priority code is for the order in which this template will be 
processed by the Surcharge Application Program (CM204). 

Required 

backing of rates is required. 
 
Applied Project 

 
 the surcharge 

ust be established on the 
een (CM004). 

 
Required Project Code for collecting the revenue from

application.  The project code m
Project Code Maintenance Scr
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Applied Organization Organization Code for collecting the revenue from the 

surcharge application.  The organization code must be 
established on Organization  Code Maintenance Screens 
(GL040 B GL046). 

Required 

 
Applied Transaction 
Code 

 
Transaction code for collecting the revenue, as well as 
General Ledger posting.  The code must be established on 
the Transaction Code Maintenance Screen (GL022). 

 
Required 

 
Object Class 

 
Object Class for collecting the revenue from the surcharge 
application. The object classes must be established on the 
Object Class Code Maintenance Screens (GL051- GL054). 

 
Required 

 
Fund Code FY: 

 
Fiscal Year From and To range for surcharge application. 

 
Required 

 
Surcharge Rate 

 
The percentage rate to be applied for a specific range 
(usually project or organization range parameter). 

 
Required 

 
Organization From 
and To range 

 
The organization range to which the surcharge is to be 
applied. 

 
Required 

 
Project From and To 
range 

 
The project range to which the surcharge is to be applied.  

 
Required 

 
Object Class From and 
To range 

 
The object class range to which the surcharge is to be 
applied (e.g., personnel services 11-10 through 11-59). 

 
Required 

 
Account No From and 
To range 

 
The General Ledger Account range to which the surcharge 
is to be applied (e.g., obligations and expenditures 4801 B 
4982). 

 
Required 

 
Effective Dates From 
and To range 

 
The transaction date range to which the surcharge is to be 
applied (e.g., 01-OCT-1999 B null).  The >To= range can be 
left blank. 

 
Required for From 
date;  
Optional for To date 

  
Project Type Project Type to be included or excluded from the surcharge 

applications.  The project t
Code Maintenance Scree

 
Optional 

ype is assigned on the Project 
n (CM004). 

 
Use this procedure to estab
 

 

lish surcharge codes on GL011: 

 
Step Action 

  
1 In the CAMS Navigator Menu, click the  for folder GL – General Ledger.  Then click  for 

folder Maintenance Screens.  Then   double click on GL011 – Surcharge Codes.
A Update Entry: 
  

1 
Enter Query {F7} or click . 

 
2 

 
Enter Bureau Code  to and enter additional 

cting data in ap ropriate fields. 
 A14@.  Press Enter.  Navigate (Press Tab, Enter, or Click)

sele p
 

3 
 

Execute Query {F8} or click  to retrieve existing data in surcharge tables.   
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ord to
4 

Select the rec  be updated by moving forward  and/or backward  as necessary. 
5 On the selected rec hanged.  Note:  Active Status 

must be ‘N’ to update. 
ord, navigate to and update all fields that need to be c

6 
Click Save . 

  

B Enter New Surcharge data record: 

1 
Select GL011 from ico the GL Maintenance screen submenu or Click add record n  if you already 

e GL011 have th form opened from query or update. 
2 Enter Bureau Code ist of Values (LOV).  To get LOV Double Click or Press F9.  or select Bureau from L

  After selecting Bureau Code, Navigate to Trans Type. 
3 In Trans Type field get Account.  Navigate to 

Surcharge Code. 
, enter either G for General Ledger Account or B for Bud

  
4 Enter the Surcharge Code, or select from LOV.  Navigate to Priority Code. 

  
5 Priority Code. (Setting different priorities to templates causes a piggy backing effect of lower 

vel templates.).  Press Enter to open the Applied ACCS form. 
Enter the 
le

 
6 

 
Enter the Project, Organization, and Tra saction Code for collecting the revenue from the surcharge. n

 
7 

 
Enter the Object Class code to use for collecting revenue from the surcharge. 

8 Navigate to Fund Code FY.   Enter the To and From FY.  Navigate to the Surcharge Rate field in the 
Detail Block of the form.  You can navigate there by pressing and holding the Control key then press 

age Down or Click in the Surcharge Rate field. P
 

9 
 

nter the Surcharge Rate percentage for the surcharge. Navigate to Applied to Following ACCS E
Ranges  section. 

 
10 s This range includes the following fields: 

 
nter the Applied to Following ACCS RangeE

< Organization 
< Project Code 
 Object Class <

< Account No 
< Effective Dates 
 
Navigate to Project Type. 

 
11  de 

 project types to be included or excluded.  

 
Enter I to include or E to exclude certain projects in the surcharge compilations.   Leave blank to inclu
all.   

Note:  If I or E is entered, users must select the specific
15  

 field.  You can move back to the Control Block by 
pressing and holding the control key then press Page Up or you can click in the Active Status field. 
Navigate back to the Control Block’s Active Status

  
16 Enter Y in the Active Status field to activate the record.   

 
17 

 

Click the Save icon  to commit the record. 

18 Click Exit    to return to the Navigator menu. 
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9.5.2 S
 
T urc ply overhead rates.  This 
p o ss c ing is an 
example p
 

urcharge Application Program (CM204) 

h
r

e S harge Application Program (CM204) processes the batch program to ap
ce an be run by the G/L end date or by specific transaction numbers or dates.  The follow

f the Surcharge A plication Program (CM204) screen: o

 
 
The Surcharge Application Program (CM204a) contains the following fields: 
 

 
Field 

 
Description 

 
Attributes 

 
Selection 

 
Pop-up with options for executing the program (e.g., run 
with printing a report, run without printing a report, view 
log file, etc.). 

 
Required 

 
Bureau Code 

 
The code that uniquely identifies a bureau within the 
Department of Commerce. Valid values are established on 
the GL004 Bureau Code Maintenance Screen.   

 
Required 

 
GL Transaction No. 
From and To 
 Or 
GL Dates: Transaction 
From and To range 
 Or 
GL Dates: GL End Date 
From and To range 

 
Option to select specific transaction number or range of 
transactions to be selected for applying surcharges. 
 
 
Option to select specific transaction date or range of 
transaction dates to be selected for applying surcharges. 
 
 
Option to select specific GL End Date or range of GL End 
Dates to be selected for applying surcharges. 

 
Required 



Budget Execution  Screen Reference Guide 
 

  
  November 2002                    1-76 

 
 

etail Surcharges to 
 

ption to select specific surcharges for applying 
>Y=),or selecting all active surcharges on 

 
equired D

Apply 
O
surcharges (
GL011 for applying surcharges (>N=). 

R

 
Printer Required 

 
Printer where the report will be printed. 

 

 
umber of copies to be printed. 

 
equired Copies 

 
N R

 
Print time ime indicator for specifying when the report will be equired

 
T
printed.  The system defaults to Now.  

 
R  

 
Record Authorization to 

(CM204a) 

he execution for applying surcharges.  This process may 
 

equired 
Begin Process 

 
T
be run as often as required until recording the results of
the application to Trial. 

 
R

 
rnal 

 
Record General Jou
Entries (CM204b) 

 
The recording of results of surcharge application to trial.  
Once posted to trial, this process should not be executed 
again for the given transactions or GL dates. 

Required 

 
Use this procedure to appl n Numbers. 
 

 

y surcharges by Beginning and Ending GL Transactio

 
Step Action 

 
1 

 
In the CAMS Navigator Menu, click the  for folder CM – Cost Management.  Then click  for 

atch Proc arge App gram. folder B essing.  Then double click on CM204 – Surch lication Pro
  

2 Enter 2 or select from  – Do not print”.  Navigate 
(Press Tab or Ente

 LOV in SELECTION field to “Process new program
r key, or Click) to the BUREAU CODE field. 

 
3 

 
Enter 14 in the BU ION NUMBER field. REAU CODE field and Navigate to the GL TRANSACT

 
4 

 
Enter the beginnin  NUMBERs to be used for this run.  Navigate to 

 SURCHA
g and ending GL TRANSACTION

DETAIL RGES TO APPLY field. 
 

5 
 
Enter N in the DET rcharges.  Navigate to 
CM204 RECORD AUTHORIZATION TO BEGIN PROCESS field. 

AIL SURCHARGES TO APPLY field to default to all su

 
6 

 
Review the data en  AU TION TO 
BEGIN PROCESS

tered in steps 2 to 5.  If it is okay, enter Y in the RECORD
  (cm204a) field.  

THORIZA

7 
Click the Save icon  to save/commit the record.  This will start the cm204a program. 

8  
In the CAMS Navigator Menu, click the  for folder WFM – Work Flow Ma
click 

nagement.  Then 
 for folder Transactions.  Then double click on WF003 – Message Retrieval Screen.  

 co 204: PRO
COMPLETE. T
The cm204a is mplete when you receive this message - “CM

HE REPORT IS FINISHED.” 
CESS 

9 Exit    to return to the Navigator menu. Click 

 
U ure to appr
 

 

se this proced ove and post rate applications (CM204b). 

 
Step Action 

  
1 In the CAMS Navi ator Menu, click theg   for folder CM – Cost Management.  Then click  for 
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atch Proc pp gram. folder B essing.  Then double click on CM204 – Surcharge A lication Pro
 

3 
 
Enter 2 or select fr  program – Do not print”.  Navigate 
(Press Tab or Ente NTRIES field. 

om LOV in SELECTION field to “Process new
r key, or Click) to the RECORD GENERAL JOURNAL E

 
4 

 
Enter Y in the RECORD GENERAL JOURNAL ENTRIES (cm204b) field. 

  
5 

Click the Save icon  to save/commit the record.  This will start the cm204b program. 
6  

In the CAMS Navigator Menu, click the  for folder WFM – Work Flow M .  Then 
click 

anagement
 for folder Transactions.  Then double click on WF003 – Message Retrieval Screen.  

 - “CM204: PROCESS 
 

The cm204b is complete when you receive this message
COMPLETE. THE PROCESS HAS COMPLETED.”

7 Click Exit    to return to the Navigator menu. 
 
 
9.5.3 O
 
T urp
paramete  Internal Fund to the funding sources.  The following is an 
example of the Over/Under Distribution Template Maintenance Screen (CM012): 
 

ver/Under Distribution Template (CM012) 

he p ose of the Over/Under Distribution Template Maintenance Screen (CM012) is to define 
rs for the distribution of costs from
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The Over/Under Distribution Template Maintenance Screen (CM012) contains the following fields: 
 

 
Field 

 
Description 

 
Attributes 

 
Bureau Code 

 
The code that uniquely identifies a bureau within the 

 
Required to query 

Department of Commerce. Valid values are established on 
the GL004 Bureau Code Maintenance Screen.   

 
Bureau Name 

 
The name assigned to the bureau code. 

 
System Generated 

 
Document No 

 
A unique number generated by the system that identifies 
the template. 

 
System Generated 

 
Template Code 

 
Unique Over/Under Distribution Code.  Code  

 
Requ

Note: Should be similar to the surcharge code for easy 
recognition. 

ired 

 
GJ: Reference and 
description 

 
The reference and description for easy identification of the 
transactions, as a result of the over/under distribution. 

 
Required 

 
Formula Priority 

 
The order in which the process should be executed.  The 
priority should be considered when the internal fund must 
be zeroed out, prior to another surcharge. 

 
Required 

 
Periods 

 
Pop-up for indicating specific GL Period to be reversed, if 
the records are to be reversed. 

 
Required 

 
Fund Code FY 

 
The Fund Code Fiscal Year activity for which the 
Over/Under Distribution template is valid. 

 
Required 

 
PY  

 
Flag that identifies whether the template is used for prior 
year.  If it is used for prior year, only the prior year and 
contra transaction codes can be entered.  Indicator, for 
executing prior year transactions. 

 
Required 

 
Account Range 
Expense 

 
Internal Fund ACCS ranges used for determining Internal 
Fund expenses that will be used in over/under (i.e. leave 
expense, benefits expenses). 

 
Required 

 
Account Range Income 

 
Revenue Project, organization and object classes where 
surcharges were collected, which will be compared to the 
expense account range to determine over/under 
distribution amount. 

 
Required 

 
Account Range Based 
Upon 

 
ACCS ranges that identifies the projects to which the 
over/under amount will be distributed.  

 
Required 

 
Account Range Contra Internal fund project to which the net over/under 

djustment will be recorded.  This is generally the same 
e. 

Required 
Entry 

 

a
project used to collect surcharge incom

 

 
Project Types 

 
 

Expense

 
Project Type to be included or excluded or left blank

 
Optional 

 
Project Types 
Income 

 
Project Type to be included or excluded or left blank 

 
Optional 

 
Project Types 

 
Optional 

Based Upon

 
Project Type to be included or excluded or left blank 
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PY Trans Code Transaction code(s) for handling prior year transactions 
for annual fund, multi-year and no-year fund, annual 
reimbursable fund, and multi-year and no-year 
reimbursable fund.  Fields can only be populated if prior 
year flag set to Y. 

Required 

 
Trans Code Transaction code(s) for handling current year transactions 

for direct, reimbursable, and contra entry. 

 
Required 

 

   
Required Applied Object Class The object class for handling additional surcharge or 

distribution of profit. 
 
U s procedure to establish over/under distribution te: 
 

S  
 

Action 

se thi  templa

 
tep

 
1 

 
In the CAMS Navigator Menu, click the  for folder CM – Cost Management.  Then click  for 
folder Maintenance Screens.  Then double click on CM012 – Template – Over/Under 
Distribution 

 
2  from LOV.  Navigate (Press Tab or Enter key, 

 
nter the Bureau Code (NOAA: 14 or BIS: 13) or selectE

or Click) to the Template Code field. 
  

Enter the Template Code or select from LOV for the Over/Under process.  Navigate to Priority Level 
field. 

3 

 
4 

 
 Priority Level for processing.  Navigate to Fund Code FY field. Enter the

 
Enter the From/To Fund Code FY for processing.  Navigate to Prior Year field. 5 
 

 
6 

 
Enter Y or N to process Prior Year.  Navigate to Account Range and Project Type Section. 

 
7 

 
Enter Expense Account Range (costs incurred on the Internal Fund projects).  Navigate to Expense 
Project Types. 

 
8 

 
nter Project Types to include/exclude.  Navigate to Income Account Range. E

 
9 

 
Enter Income Account Range (income collected in the Internal Fund that was generated by the surcharge 
processes on the appropriated and reimbursable projects).  Navigate to Income Project Types. 

 
10 

 
Project Types to include/exclude.  Navigate to Based Upon Account Range. Enter 

 
11 

 
Enter Based Upon Account Range (Base is the ratio of how much money each project contributed to 
income).  Navigate to Based Upon Project Types. 

 
12 

 
Enter Project Types to include/exclude.  Navigate to Contra Entry Account Range. 

 
13 

 
Enter the Contra Entry Account Range (Contra entry indicates the Internal Fund ACCS to receive the 
resulting revenue).  Navigate to PY Trans Code section. 

 
14 

 
Enter PY Trans Codes associated with Annual Direct, Multi/X Direct, Annual Reimb, and/or Multi/X 
Reimb.   These PY Trans Codes indicate the transaction code for the charges resulting from the 
distribution of prior year transactions.  Navigate to Trans Code section. 

 
15 

 
Enter the Trans Code for Direct, Reimb, Contra.  Navigate to Applied Object Class field. 

 
16 

 
Enter the Applied Object Class.  Navigate to Active Status field. 

 
17 Enter Y in  Active Status field and Click Save icon  to save/commit. 
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18 
Click Exit    to return to the Navigator menu. 

 
 

.4 
 
The Over/Under Distribution Control Screen (CM202) processes the batch program to create the 

n calculates the proper distributions and places the results in 
 tem en calculates the difference in expense and 

income and distributes it to the appropriated projects in proportion to the base.  The CM202a screen 
enerates the Over/Under Control Report showing the summary of the applications.   

tion Control Screen (CM202): 

9.5 Over/Under Distribution Control  (CM202) 

over/under distributions.  The CM202 scree
the porary table in the applied ACCS.  The program th

g
 
The following is an example of the Over/Under Distribu
 

 
 
The Over/Under Distribution Control Screen (CM202) contains the following fields:  
 

 
Field 

 
Description 

 
Attributes 

 
G/L Date 

 
Specific date for processing Over/Under distribution. 

 
Required 

 
G/L End Date Range 
From and To 

 
The range to be selected for processing Over/Under 
Distribution process. 

 
Required 

 
Send Control Report to 
Printer 

 
Parameter for printing the report. 

 
Required 

 
Printer 

 
Parameter for indicating the printer where the report will 
be printed. 

 
Required 
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M202a)

Required Record Authorization to The parameter for executing the Over/Under process. 
Begin Process 
(C  
 
Record General Journal 
Entries (CM202b) 

equired 
 
The parameter for posting the results of the Over/Under 
Distribution. 

 
R

 
 
 
Use this procedure to run over/under distribution: 
 

 
p 

 
Action Ste

 
1 In the CAMS Navigator Menu, click the  for folder CM – Cost Management.  Then click  for 

n. 
folder Batch Processing.  Then double clic
Scree

k on CM202 – Over/Under Distribution Control 

 
2 

 
Opens to G/L End Date Range.  Enter Begin  and To G/L End Dates.  Navigate (Press Tab or Enter key, 

 the Record Authorization to Begin Process field.  Note:  G/L DATE ted field; the 
ults to the earliest open accounting period.   

or Click) to
system defa

 is a protec

 
3 

 
Enter Y in the Record Authorization to Begin Process (cm202a) field. 

 
4 

Click 

 

the Save icon  to save/commit.  This will execute the cm202a
ution Report (CM202a. Part B) summary version is au

d. 

 pro  
Over/Under Distrib tomatically generated when 
CM202 is execute

gram.  The

5  
In the CAMS Navigator Menu, click the  for folder WFM – Work Flow Management.  Then 
click  for folde  Message   
Review your messages to determine when cm202a is completed. 

r Transactions.  Then double click on WF003 –  Retrieval Screen.

 
Use this procedure to appr
 

 
Step 

 

ove and post over/under distribution: 

Action 
 

1 In the CAMS Navigator Menu, click the  for folder CM – Cost Management.  Then click  for 
lder Batch Proc r Distribution Control 

Screen. 
fo essing.  Then double click on CM202 – Over/Unde

 
2 

 
Navigate (Press Ta l Journal Entries field. b or Enter key, or Click) to the Record & Approve Genera

 
3 Enter Y in the Rec e Save icon ord & Approve General Journal Entries field and Click th  to 

save/commit.  This will execute the cm202b program. 
 

4 
 
In the CAMS Navigator Menu, click the  for folder WFM – Work Flow M .  Then 
click 

anagement
 for folde sage  Screen.  

Review your mes
r Transactions.  Then double click on WF003 – Mes
sages to determine when cm202b is completed. 

 Retrieval

5 Click Exit    to return to the Navigator menu. 
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9.6 Workflow Management 
 
T al pr n de proval 
process related to the Budg
‚ WF001 Document Approval Maintenance Screen 
‚ nt
‚ WF003  Message R
‚  Document 
‚ eassign Approvers by Employee 
 
 
9.6.1 Document Approval Maintenance (WF001) 
 
The Document Approval Maintenance Screen (WF001) is used to record and maintain administrative 
approval routing for the Budget Operating Plans.  The approval routing is established for each document 
type by ACCS, dollar amount, and effective date range.  The WF001 screen is also where the funds 
override officials are recorded.   
 
The following is an examp cument Approval Maintenance Screen (WF001): 
 

he document approv ocess is part of Workflow Management.  This sectio
et Execution module. 

tails the ap

 
 WF002 Docume s Requiring Approval Screen 

etrieval Screen 
 WF604           Reassign Approvers by
 WF605           R

le of the character-based Do
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Th ocu ields: 
 

 
Field

e D ment Approval Maintenance Screen contains the following f

 Description
 

 
 

Attributes 
 
Bureau Code

ed on 
the GL004 Bureau Code Maintenance Screen.   

 
LOV Available 

 
 
The code that uniquely identifies a bureau within the 

 
Required

Department of Commerce. Valid values are establish

 
Bureau Name The name assigned to the bureau code. 

 
System Generated 

 

 
Document Source 

 
The document source for the approval routing, e.g., OPER 

 
Required 
LOV Available for Budget Operating Plans.  

  
Document Type A unique, user-defined document type for the document 

source, e.g. OPER for Budget Operating Plans.  
Required 
LOV Available 

 

 
Active Status 

 
The flag indicating if the code is active and available for 

 
Required 

use.  Valid values are Y for yes and N for no.  Default is 
N.  

LOV Available 

 
Active Status Date 

 
The effective date for the active status flag.  This field 
de

 
Required 

faults to the system date when the flag is updated.  The 
required format for this field is DD-MMM-YYYY, e.g. 
10-APR-2001.    

 

 
Employee No 

 
The unique system-assigned code representing a specific 
employee.  There may be one or more approvers for a 
particular document type.  Only one approver is displayed 
in this block at a time. 

 
Required 
LOV Available 

 
Employee Name 

 
The first name, middle initial and last name of the 
employee.  

 
System Generated 

 
Priority 

 
The priority level of approval for the employee, document 
source and document type.  Up to 999 levels of approval 
are possible.  Several employees can have the same 
approval routing priority but different ACCS or dollar 
amount ranges or both.  

 
Required 

 
Alternate 

 
The flag that indicates if the employee is an alternate 
approver.  Only one alternate approver for each priority 
level is possible.  Valid values are Y for yes and N for no. 
 This field defaults to N.  If an approval priority level has 
an active alternate, the system notifies both the approver 
and the alternate.  Whoever approves the document first 
will send the document onto the next level of approval, if 
applicable. 

 
Required 

 
C/O 

 
The flag that indicates if this employee can approve 
change orders. Valid values are Y for yes and N for no.  
The default is N.  

 
Required 

 
Funds: C 

 
The flag that indicates if this employee can certify funds.  
Valid values are Y for yes and N for no.  This field 
defaults to N.  

 
Required 
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eprogramming: O 

 
he flag that indicates if the employee can approve a 

formal reprogramming override.  Valid values are Y for 
yes and N for no.  This field defaults to N.  

 
equired 

 
R T R

 
Approval Ranges From 
ACCS 

 
The beginning account classification range for document 
approval.  A range of A00@ can be entered in each field 
segment.  To access the LOV, double click in the field. 

Required 
 

 
Approval Ranges From 
Amounts 

 
The beginning dollar range for approval of documents.  
Defaults to A0@. 

 
Required 

 
val Ranges From 
 

The beginning effective date for approval of documents 
having this ACCS range and dollar amount. 

Required Appro
Dates

  

 
Approval Ranges To 
ACCS 

 
The ending account classification range of document 
approval.  A range of A99A for numeric or AZZ@ for 
lphanumeric values can be entered in each field segment. 

 To access the ACCS LOV, double click in the field. 

 
Required 

a

 
Approval Ranges To 

 
The ending dollar range for approval of documents.  equired 

Amounts Defaults to A99,999,999,999". 

 
R

 
s To 

Dates

 
s 

having this ACCS range and dollar am
Approval Range

 
The ending effective date for the approval of document

ount. 

 
Required 

 
Use this procedure to establish document approval routing for Budget Operating P
 

Action 

lans: 

 
Step 

 

  
on. 1 Select the WF001 - Document Approval Maintenance Screen menu opti

  
2 nter the Bureau Code: 

13 - BIS 
E

14 - NOAA  
 

3 ment Type for Budget Operating Plan, or double-click in 
 the List of Values. 

 
nter OPER as the Document Source and DocuE

this field to select from
 

4 
 
Navigate to Employee Number field.  Enter the approver=s employee number, or double-click in this 
field to select from the List of Values. 

 
5 

 
Navigate to Priority Level, and assign a priority level. 

 
6 

 
Navigate to Alternate field, and assign the user as alternate if appropriate. 

 
7 

 
Navigate to back-up fields and enter Y, if appropriate. 

 
8 

 
Navigate to C/O field and update if appropriate. 

 
9 

 
Navigate to Funds: C field and update as appropriate. 

 
10 

 
Navigate to Reprogramming: O field and update if appropriate. 

 
11 

 
Navigate to ACCS and enter the low range of the ACCS for approval. 

 
12 ount to be approved. 

 
Navigate to Amounts and enter the low range of dollar am
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Navigate to Dates field and enter the earliest date to be approved. 13 
 

14 
 
Navigate to the ACCS and enter the upper limit of ACCS to be approved. 

 
15 

 
Navigate to the Amounts field and enter the maximum amount the user may approve. 

 
16 

 
Navigate to Dates field, and enter the latest date the user may approve. 

  
17 Press the F5 key <COMMIT> to save the data. 

18 Click Exit    to return to the Navigator menu. 
 
9.6.1 Documents Requiring Approval (WF002) 

stating 
ents waiting your approval.@  The Documents Requiring Approval Screen 

) is used to review documents awaiting administrative approval and to record approval or 

The following is an example of the graphical user interface (GUI) version of the Documents Requiring 
Approval Screen (WF001): 
 

 
The system notifies users of documents awaiting their approval with the system generated message 
A…You have ___ docum
(WF002
disapproval.   
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wing fields: 
 

Field

The Documents Requiring Approval Screen contains the follo

 
 

 
Description 

 
Attributes 

 
App 

 
The flag which indicates if the document is approved.  
Valid values are Y for yes and N for no.   To drill-down to 
view the document in its entirety, double click in the field. 
 The system will automatically display the appropriate 
screen and the transaction based upon the document type.  
To return to the Documents Requiring Approval Screen, 

click  Exit icon . 

 
Required 

 
Note 

 
A 240-character field used to record notes or comments 
about the document and the reason it was disapproved, if 
applicable.    The system automatically sends an electronic 
message to the user that the document was not approved.  
To access the pop-up window, double click in the field. 

 
Required if N was 
entered in the 
Approved field. 

 
Document Type 

 
The type of document awaiting approval, e.g., OPER for 
Budget Operating Plan.   

 
System Generated 

 
Document No  

 
The number of the documents awaiting approval.  

 
System Generated 

 
Document C/O 

 
The sequential system-assigned change order number. 

 
System Generated 

 
Document Total 

 
The total dollar amount of the document.   

 
System Generated 

 
Date Requested e requester approved the document.  System Generated 

 
The date th

 

 
Requested By 

 
The name of the requester.  

 
System Generated 

 
Use this procedure to view and approve/disapprove Budget Operating Plans. 
 

 
Step 

 
Action 

 
1 

 
The system notifies the user that document requires approval with the system generated message that 
AThere are documents needing your approval.@ 

2  
In the CAMS Navigator Menu, click  for folder WFM – Work Flow Management.  Then click 

 for folder Transactions.  Then double click on WF002 - Document Requiring Approval.   
 

3 
 

Select the document to be approved by clicking on the record or using the scroll bar, arrow icons  

, or arrow keys {Arrow Down} to the document(s) requiring approval, and enter Y to approve, or 
N to disapprove, the document. 

OR 
Double-click in the Document (Plan) or Transaction Number fields to drill-down and view the 
document details on the Budget Operating Plan Transaction Screen (FM066).   Enter Y Approval 

check box, or N to disapprove.  Press the Save

 in the 

  to save the approval and press Exit  to 
return to the Documents Requiring Approval Screen. 
Note: Disapproval of a transaction requires entry of a Note by the approving official. 
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oval.   
 

4 
 
Repeat the process if additional BOPS require appr

 
5 

 

 Click on Save   to commit the approvals. 
 
 
9.6.2 Message Retrieval Screen (WF003) 
 
The Message Retrieval Screen (WF003) displays messages to users for notification of documents which 
require their approval and other functions concerning their document(s).  This screen also displays 
information on the status of system processes.  Such messages include notification of approval, document 
review routing, receipt, etc.    
 
A user can view a message on the Message Retrieval Screen (WF003) and subsequently delete the 
message.  The system will also display a message dialogue box if a user accesses this screen when 
messages do not exist. 
 
The following is an example of the Message Retrieval Screen (WF003): 
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Use the following procedure to view and/or delete messages: 
 

Step 
 

Action 
 

 
1 

 
In the CAMS Navigator Menu, click  for folder WFM – Work Flow Management.  Then click 

 for folder T e Retrransactions.  Then double click on WF003 – Messag ieval Screen.   
 

2 
 

Use the Arrows,  , scroll bar, or arrows on the keyboard to view the messages on the 
screen.  To view an entire message description, double click in the TEXT field. 

 
3 

 

After viewing a message click Delete   on the tool bar.  Click Save to save/commit the 
deletions. 

 
4 

 

After reviewing and/or deleting messages, click Exit  .  
 

5 
 

If users attem Save  pt to exit the screen without clicking the when deleting messages, a system 
di e 
following response options: 
< Yes -Save changes and exit; deleted messages will be permanently removed from the system. 
< No - Exit without saving changes; messages will remain on the WF003 screen and will be 

viewable the next time the screen is entered. 
< Cancel - Return to the WF003 screen without saving changes.  The messages will remain on 

the WF003 screen. 

alogue box will appear asking ADo you want to save the changes you have made?@  Users have th
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9 eassign Appro
 
Individual documents can be reassigned to alternate  
Document (WF604) scree prov
(WF604) screen: 
 

.6.3 R vers by Document (WF604) 

approving officials using the Re-assign Approvers by
n.  The following is an example of the Re-assign Ap ers by Document 

 
 
The Re-Assign Approvers by Document (WF604) contains the following fields: 
 

 
Field 

 
Description 

 
Attributes 

 
Bu eau 

LOV 
r Code 

 
The code that uniquely identifies a bureau within the 
Department of Commerce. 

 
Required 

 
Name 

 
The name assigned to the Bureau 

 
System Generated 

 
Document: Source 

 
The Source is OPER from the WF001.  It identifies that the 
source of the routing information is from the Budget 

 
Required 

Operating Plan (BOP).  
 
Type  

 
s that this document is a 

 
RequiredThe TYPE is OPER.  It identifie

BOP. 
 
Number

 

 The number consists of 3 segments. 

 
Required.  The number 
must be selected from 

through all segments of 
the number field to 
properly populate 
detail. 

 This number is the Plan Number from the BOP transaction. 

the LOV.  Must tab 
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Priority This displays the precedence of the approvers  in the 
routing process 

System Generated 

 
Current outing 
Current Approver 

 
This field allows the user to select an alternate approver 
from a drop down list   

 
System Generated from 
the WF001 

R

 
Default Routing 
Default Approver 

 
This fields displays the name(s) of the approver on the 
current BOP Routing 

 
System Generated  
from the WF001 

 
Use the following procedure to assign alternate approving officials for a document: 
 

 
Step 

 
Action 

 
1 

 
Select the WF604 - Reassign Approvers by Document menu option. 

 
2 

 
The screen will launch in a query mode; data is automatically retrieved as users enter values in the 
applicable fields. 

 
3 

 
Enter the Bureau Code or double click in this field to select from the List of Values (LOV).  The 
Bureau Name will default upon selection/entry.  

 
4 

 
Enter OPER in both the Source and Type fields. 

 
5 

 
Enter the Plan Number, of the BOP transaction to be rerouted, or select from the List of Values 
(LOV). 

 
 

 
Press Enter or Tab three times to position the cursor in the Current Routing block. 

 
6 

 
Double click in the white box to select an alternate approver from the drop down list.  The alternate 
approvers= list displays the precedence of approver(s). 

 
7 

 

Click Save  to commit the changes. 
 

8 
 

Click Exit  to return to the Navigator menu. 
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9.6.4 Reassign Approvers by Employee (WF605) 
 
Individual Approving Officials can have documents reassigned to their queue using the Re-assign 
Approvers by Employee (WF605) screen.   The following is an example of this screen: 
 

 
 
The Re-Assign Approvers by Employee (WF605) contains the following fields: 
 

 
Field 

 
Description 

 
Attributes 

 
Bureau Code 

 
The code that uniquely identifies a bureau within the 
Department of Commerce. 

 
Required 
LOV 

 
Name 

 
The name assigned to the Bureau 

 
System Generated 

 
Current Approver:  

 
The Employee Number for the current approver for the 
document 

 
Required 

 
Name 

 
The name assigned to the employee number. 

 
System Generated 

 
Source 

 
The Source is OPER from the WF001.  It identifies that the 
source of the routing information is from the BOP.  

 
System Generated 

 
Type 

 
The Type is OPER.  It identifies that this document is a 
BOP. 

 
System Generated 

 
Number  C/O 

 
This number is the Plan Number from the Budget Operating 
Plan transaction. 

 
System Generated 

 
Priority 

 
This display the precedence of the approvers  in the routing 
process 

 
System Generated 
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Rerouting 

 
Allows the user to select an alternate approver for each 
transaction by entering a Y from a drop down box 

 
Required 

 
Default Routing 
Default Approver 

 
This fields displays the name(s) of the approver on the 
current BOP document 

 
System Generated  

 
(Multiple Re-routing 
Only) 
Default Approver 

 
If multiple documents are listed, it allows one employee to 
be identified to approve all documents.  The Employee 
Number for the default must be entered. 

 
Optional 

 
Reroute Document 

 
Allows the user to reroute all documents to the alternate 
approver by entering a Y in this field. 

 
Required if Multiple  
Re-routing is selected. 

 
Use the following procedure to assign documents for specific employees to an alternate approving 
official: 
 

 
Step 

 
Action 

 
1 

 
Select the WF605 - Reassign Approvers by Employee menu option. 

 
2 

 
The screen will launch in a query mode; data is automatically retrieved as users enter values in the 
applicable fields. 

 
3 

 
Enter the Bureau Code or double click in this field to select from the List of Values (LOV).  The 
Bureau Name will default upon selection/entry.  

 
4 

 
Enter the employee number in the Current Approver field or double click in this field to select from the 
List of Values (LOV).  The Employee Name will default upon selection/entry. 

 
5 

 
Press Enter to populate the Assigned Document block with all BOPS for the current approver. 

 
6 

 
Select the Plan Number to be rerouted and continue with Step 7 for single documents or Step 8 for 
multiple documents. 

 
7 

 
Double-click in the Rerouting box to select the employee number, of the individual who will have the 
document rerouted to their queue.  The system will place a Y in the Rerouting box. 
     OR 
Enter Y in the Rerouting box and select the individual for rerouting documents to their queue. 
Note:  Additional documents may be rerouted to other employees at this time. 

 
8 

 
For multiple documents, one employee may be identified to approve all documents.  In the Multiple 
Rerouting Only block, on the bottom of the screen: 
< Enter the employee number in the Default approver field or double click in this field to select 

from the List of Values (LOV).   
< Enter Y in the Rerouting box and enter the change. 

 
9 

 

Click Save  to commit the changes. 
 

10 
 

Click Exit  to return to the Navigator menu. 
 
 
 


